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eMARS General Procurement

1 — Orientation

The General Procurement class is designed to provide users with a basic understanding of the
Commonwealth of Kentucky’'s procurement process and the eMARS Procurement functionality as it
relates to the typical agency procurement user who shops for items on Catalogs and/or creates
Requisitions to send to Agency or Finance buyers.

The General Procurement process involves the activities by which users place orders for goods or
services, record the receipt of those goods or services, and ultimately remit payment for the goods and
services acquired.

eMARS contains several features that provide additional support to users in their General Procurement
activities. The eMARS Procurement Workspace consolidates in one place the links to the documents
and inquiries you will need to complete general Procurement functions. eMARS also provides a
Procurement Type field used to identify the Business Process being followed to procure Goods or
Services for a given requirement. Procurement Type controls which documents may be processed,
how Vendors will be evaluated in the Post Award state, and which Authorities may be cited on an
Award Document.

Cited Authorities are only applicable to certain Procurement Types. When completing a document it is
important to select the Procurement Type first as this action will filter the list of Cited Authorities to show
only those that are relevant.

Learning Objectives
At the conclusion of this session, you will be able to:

e Process a Strategic Procurement Request (SPR1)
e Search Master Agreement and Catalog using SHOPPER (SHOP)
e Create a DO, DO3 or DO4 using Shopper

o Create a Requisition (RQS)

e Process a Stand-alone Small Purchase (PO)

e Process a Service Contract (SC)

e Process a Property Rental Contract (CTPR1)

¢ Record a Receiver (RC)

e Establish a new Vendor in eMARS (VCC)

e Modify an existing Vendor in eMARS (VCM)

e Evaluate Vendor Performance (PE)

¢ Track documents and work in progress using Lifecycle Inquiry and Procurement Management
table (LINQ, PRCUID)

=(Z(]I
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Document Codes & Listings

The following table displays the Procurement document codes, types, names, purposes and how to

process payments against award documents.

SPR1

ADM

DOC NAME
Strategic Procurement
Request

PURPOSE AND NOTES

An inline workflow review of procurement of expenditures considered

strategic in nature or have an enterprise impact. To be reviewed by the
business expertise agency. Agencies should obtain appropriate agency
authorization prior to submitting the electronic document but should
apply close scrutiny to all procurements and state expenditures
particularly those within their procurement authority which are not
reviewed by the business expertise agency.

PE

ADM

Performance
Evaluation

Record Vendor Performance - Evaluators must be set up on the
PEEVALR table by the contract administrator. Based on the Document
ID

CT

AWARD

Contract

Created only by Centralized Procurement agencies (OPS, KYTC, DECA
and AOC) to be referenced by other user departments. Used for one
time purchases of goods. Must be created with the end user
department's document code in the header so that the dept can create
the payment document. A Receiver (RC) document may be required by
your agency. Payment is generated using a PRC document.

CTPR1

AWARD

Contract

Created only by Decentralized Procurement agencies for property rental
agreements. Must be created with the end user department's document
code in the header so that the department can create the payment
document. Payment is generated using a PRC document

DO

AWARD

Delivery Order

Created by the end user department from the URCATS search.
URCATS only results in a DO award which requires 3 way matching. It
references a Master Agreement or MA catalog lines. A Receiver (RC)
document may be required by your agency. Payment is generated
using a PRC document.

DO3

AWARD

Delivery Order-
Punchout with
Procurement Card

Created by the end user Department from SHOPPER. Is created as a
result of the Punchout process. Punchout allows the end user to
navigate from eMARS to the vendors’ website to select desired items.
The order is then transferred back to eMARS for further processing.
Once the Order has been submitted, it is sent electronically to to the
vendor for processing/payment receipt.

DO4

Delivery Order-
Punchout

Created by the end user Department from SHOPPER. Is created as a
result of the Punchout process. Punchout allows the end user to
navigate from eMARS to the vendors’ website to select desired items.
The order is then transferred back to eMARS for further processing.
Once the Order has been submitted, it is sent electronically to to the
vendor for processing.

MA

AWARD

Master Agreement

Created only by Central Procurement Departments. For recurring or
blanket procurement needs. Does not place an order for any goods or
services, but establishes pricing and terms and conditions for future
purchases for a given period. Can be renewed based on defined
renewal periods. Can be individual lines or catalog. Referenced by
users utilizing SHOPPER. Direct payment can be made referencing a
MA line or catalog by generating a PRC on the Commodity Group
component of the UR Document. Agencies are encouraged to create a
Delivery Order (DO) especially as the MA nears its expiration date.

=(Z(]I
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DOC NAME

PURPOSE AND NOTES

PO AWARD | Purchase Order Created only by Decentralized Procurement agencies. Used for one
time purchases of goods. Must be created with the end user
department's document code in the header so that the dept can create
the payment document. A Receiver (RC) document may be required by
your agency. Payment is generated using a PRC document.

PON2 AWARD | Proof of Necessity Created by any Department for all Personal Service
Contracts/Grants/MOA's which require review by the Government
Contract Review Committee. Requires completion of the PON
information. Otherwise is exactly the same as a PO document. Users
make payment by copying forward from the award to a PRC.

EV EV Evaluation Document | Created by the buyer to consolidate all Solicitation Responses, enter
scoring, award justification. The resultant award is generated from
within the EV document.

RC RC Receiver Documentation that the goods were received.

PRC PRC Payment Request The PRC payment document may be created by the end user as a
standalone document or reference awards or master agreements with
external vendors.

PRCI PRCI Internal Payment The PRCI payment document is created by the end user and must

Request reference an award or master agreement with an internal vendor.

RQS RQ Standard Requisition Usually created from scratch to request goods or services. Used by all
departments.

UR RQ Universal Requestor Created from SHOPPER, and will result in a DO, PRC or RQS
dependent on whether an item is available on contract or not.

RFB SO Request for Bids Can only be issued by OPS, DECA, KYTC and AOC.

RFI SO Request for Does not result in award, just seeking information on possible solutions,

Information market conditions, etc.

RFP SO Request for Proposals | Used by any department for all Personal Service Contracts, or by
Central Procurement agencies for complex procurements.

RFQ SO Request for Quotes Issued by any department for solicitation of goods or services within the
small purchase delegation for the department.

sC Award Service Contract Created only by Decentralized Procurement agencies. Used for one
time purchases of services. Must be created with the end user
department's document code in the header so that the department can
create the payment document. Requires a Payment Request (PRC)
document for payment.

SR SO Solicitation Response | Used to record the vendor's response to a solicitation.

SRW SO Solicitation Response | Same as the SR, but generated through the Solicitation Response
Wizard.

vCC VvC Vendor/Customer Creates a Vendor record. Processed for approval by Statewide

Creation Accounting Services
VCM VvC Vendor/Customer Modifies a Vendor record. Processed for approval by Statewide
Modification Accounting Services
[
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2 — Commonwealth of Kentucky Procurement Process

Procurement Lifecycle

The Commonwealth’s procurement lifecycle consists of the following seven major phases:

e Strategic Procurement Request — identifies the need for a specific purchase, and the planned
approach for making the acquisition for expenditures considered strategic in nature or having an
enterprise impact. Requests will be required for such contracts or purchases set at or above
$1000.00

e Requisition — a request for goods or services that exceed the Department’s small purchase
authority.

e Solicitation — requirements for goods or services are advertised and vendors are requested to
submit information, quotes, bids or proposals

e Solicitation Response — vendor responses to solicitations are received and recorded
e Evaluation — vendor responses to a solicitation are evaluated for award

¢ Award — formal agreements are established with a vendor to either purchase goods or services
or set prices for future purchases

o Post Award — the activities that take place during the remainder of a vendor contract after
award

It is not required that every procurement go through all of the above procurement phases or to proceed
through these phases in sequence. The only required phases are Award and the Post Award phase.

General Procurement users will typically perform activities associated with the Strategic Procurement
Request, Requisition and Post Award phases.

=(Z(]I
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Kentucky’s Departments generally follow the processes detailed in the following diagram:
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Strategic Procurement Request

The SPR is a request for expenditures considered strategic in nature or that have an enterprise impact
that will be reviewed by the business expertise agency. Agencies should obtain appropriate agency
authorization prior to submitting the electronic document but should apply close scrutiny to all
procurements and state expenditures particularly those within their procurement authority which are not
reviewed by the business expertise agency. Once the SPR1 document is submitted and approved by
the agency it will be routed to the appropriate Business Expertise Agency based on category selected
on the document.

The following procurements are considered strategic in nature:
Architectural & Engineering

IT

Personal Service Contracts

Postal

Printing

Vehicles

Note: If your procurement falls within one of the above categories, and is greater than $1,000, you will
be required to complete the SPR1 document.

Requisition

In the Requisition phase, a user creates a request for the desired goods or services. For procurements
that exceed an agency’s delegated authority, a user must prepare a Requisition (RQS) document to
describe the requirement, receive departmental approval, and submit to the Office of Procurement
Services (OPS) for subsequent processing.

Solicitation

The Solicitation phase encompasses the documents and events used to advertise a requirement or
need and request Vendors to submit information, quotes, bids, or proposals. The Commonwealth uses
the following distinct document codes:

Request for Information (RFI)
Request for Proposal (RFP)
Request for Bid (RFB)
Request for Quote (RFQ)

These documents and their use in the Competitive Sealed Bidding process are covered in detalil in the
Personal Service Contracting and Advanced Procurement course.

e RFI (Request for Information) — Used to gather information when a conceptual need has been
identified, but the detailed requirements needed to achieve the goal still need to be defined.

e RFP (Request for Proposal) — Used to advertise procurements that may not have exact
parameters. Used by Agencies to bid Personal Service Contract. May or may not be commodity
driven.

=(Z(]I
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o RFQ (Request for Quote) — Used for informal solicitations for goods or for non-professional
services.

e RFB (Request for Bid) — Used for procurements where the Commodities for goods or services
are delineated (for Central use only).

Depending on the Procurement Type, the Solicitation phase may be optional.

The Solicitation documents do not have any Event Types tied to them, as they do not perform any
accounting updates upon submission.

Solicitation Response

As vendors respond to Solicitations issued by the Commonwealth their responses are to be recorded in
eMARS. The Solicitation Response phase encompasses the documents and events used to record a
Vendor’s response to a Solicitation.

Solicitation Response is divided into two main areas:

e Vendor Functionality — operates as a separate application, Vendor Self Service (VSS)
integrated with eMARS, where Vendor’s can register with the Commonwealth and view
Solicitations.

e Buyer Functionality — the Buyer, or tech, enters responses in eMARS for Vendors not
submitted in Vendor Self Service (VSS).

NOTE: The Solicitation documents and processes are covered in detail in the Advanced
Procurement and Personal Service Contracting courses. KY doesn’t participate in the Online
Bidding feature offered with eMARS. All bids submitted will need to be manually recorded on the SR
or SRW document.

There two Solicitation Response document codes:

e Solicitation Response (SR)
e Solicitation Response Wizard (SRW)

Depending on the Procurement Type, the Solicitation Response phase may be optional.

Evaluation

The Evaluation phase encompasses the documents and events used to evaluate a Vendor’s response
to a Solicitation. Once all bids have been received, recorded and the solicitation closing date has
passed, the procurement moves into the Evaluation phase where responses are reviewed, analyzed,
and ranked against all other responses by designated evaluators.

There is only one Evaluation document:

e Evaluation (EV)

The Evaluation documents and processes are covered in detail in the Personal Service Contracting and
Advanced Procurement courses.

=(Z(]I
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Award

Awards range from contracts for consulting services to Master Agreements for office supplies. The
Award phase is the ONLY mandatory phase in the Procurement Process.

The Award phase encompasses the documents and events used to establish a formal agreement with
a Vendor, either to purchase defined goods or services or to set prices for future purchases.

The following eMARS documents may be used in the Award phase:

Purchase Order (PO)

Property Rental Agreement (CTPR1)

Contract (CT)

Service Contract (SC)

Master Agreement (MA)

Delivery Order (DO)

Proof of Necessity (PON2) — discussed in the Personal Service Contract class

Post Award

The Post Award phase begins immediately after an Award has been made to a Vendor and
encompasses the documents and events that take place during the remainder of the life of the contract.

Post Award encompasses three main areas:

¢ Receipt of goods and payment
e Vendor Performance
e Contract Administration

The following eMARS documents may be used in the Post Award State:

Receiver (RC)

Payment Request (PRC)

Vendor Performance Evaluation (PE)

Renewal (RN) — discussed in Advanced Procurement class

The Post Award phase is also used as the central repository for all documentation associated with the
Contract Management of Procurement.

Procurement Folder

The Procurement Folder is the central repository for documents related to a single procurement.
eMARS compiles all activities, documents, and related correspondence for a procurement into a virtual
Procurement Folder that ties multiple procurement documents and documentation items together. The
Procurement Folder provides a single point for tracking, assigning, and reporting during the
procurement life cycle. Each procurement document will belong to a specific Procurement Folder.

Each folder has a unique system generated identification number that allows users to identify the
procurement documents and documentation items that apply to a particular purchase. Each folder also
has a Procurement Title to easily identify the Procurement Folder. The Procurement Title is displayed
on various procurement related pages to aid in identifying the proper folder for a specific procurement.
The Procurement Folder can be accessed directly from the document using the Header or the Related
Actions menu.

=(Z(]I
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Procurement Types

Procurement Types are used to classify and group similar purchases. The Procurement Type is used
to identify the Business Process being followed to procure Goods or Services for a given requirement.
The Procurement Type controls which documents may be processed, how Vendors will be evaluated in
the Post Award state, and which Authorities may be used on an Award Document.

For each Procurement Type, business rules for processing are assigned that include the following:

e Manager
Required phases (e.g. Requisition, Award, etc.)
e Acceptable Documents (e.g. RQS, PO, RC, PRC, etc.)

A Performance Evaluation Template is assigned to each Procurement Type. This template determines
the Evaluation Criteria to use when creating a Performance Evaluation (PE) document.

Certain Cited Authorities are only applicable to certain Procurement Types. When completing an award
document it is important to select the Procurement Type first as this action will filter the list of Cited
Authorities to show only those that are relevant.

Cited Authorities

In order for a purchase to be legally processed, the Commonwealth of Kentucky requires a Cited
Authority to be associated with each award and each payment document. This Cited Authority contains
statutory, regulatory or policy citations for a purchase. This information is required when creating
award and payment documents.

Proper completion of the Cited Authority field is required for the Commonwealth of Kentucky to comply
with an agency’s pre-audit delegation agreement resulting from FAP 120-13-00 (Decentralization of the
Pre-Audit Function).

Cited Authority represents the statutory, regulatory or policy citation — for example, “FAP 111-55-00"-
Small Purchase Authority.

Cited Authority is required on Award Documents and Payment Requests where there is no reference or
only a memo reference to an award. Cited Authority is not required on Requisition or Solicitation
documents.

The validation of the Cited Authority’s minimum and maximum amount will occur at the document
header level — the document amount and NOT the line amounts. The determination of which Cited
Authorities are available to be selected is based on business rules set-up in eMARS.

NOTE: The combination of Document Department, Document Code, Procurement Type and Dollar
Value determine if a Cited Authority is applicable to the award document you are attempting to
process.

=(Z(]I
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3 — eMARS Procurement Document Sections

eMARS Procurement documents have a Header section and up to eight Detail Sections. The following
paragraphs provide an overview of what each section is used for and the types of information that will
be entered.

Header- The Header section lists general information associated with the entire document and
identifies the Cited Authority for the document.

The Header can also support attachments associated with the eMARS document. All file types (xml,
doc, pdf, xIs) are supported in the Header. Any attachment located in the Header will not print as a part
of the final document. Attachments uploaded in the Header of a Solicitation document in the “Standard”
file type will be available for download on the Vendor Self Service (VSS) application.

Vendor - The Vendor section provides Vendor information pertaining to:

¢ Vendor associated with a Solicitation Response (Solicitation and Evaluation phase documents)
o Vendor awarded a contract (Awards phase)

Vendors are selected from a pick list that is populated by the Vendor/Customer (VCUST) table.

Commodity— The Commodity section lists all commodities (goods or services) associated with the
document. The Commonwealth will use a 5 digit Commodity Code to simplify the accurate selection of
the classification.

Accounting Distribution— The Accounting Distribution section lists the fund distribution across multiple
line items. This information allows for the distribution of Commodity costs across multiple Accounting
lines based on percentages. (Optional)

Terms and Conditions— The Terms and Conditions require the user to identify the general
requirements, rules, specifications and standards that are to be a part of the contract. Terms and
Conditions can be added by selecting a pre-defined template, or by adding a free form document. All
attachments found in the Terms and Conditions section will be printed as part of the assembled
Contract. A pre-defined template can be selected by using the T&C Pick. Once selected eMARS will
add the Terms attachment associated with the template. Free Form Terms and Conditions can be
added by selecting a Free Form template from the T&C Pick. Users will then be required to Upload a
Microsoft Word . XML attachment through the File Menu that contains all the Terms for the Contract. It
is not acceptable to select a blank Free Form template and not upload the Terms and Conditions for an
award document.

Accounting- The Accounting section lists the accounting funds for each Commaodity line.
Posting— The Posting Section lists the posting information for each Accounting line.

Supporting Documents— The Supporting Document Section allows secondary attachments to be
incorporated as a part of the contract or Solicitation document. Attachments located here must follow
the same formatting guidelines as the Terms and Conditions section (XML) and will print as a part of
the final document. The use of Supporting Documents will retain each on separate pages during the
document assembly.
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Loqgging In to eMARS

You will use your Employee ID/eMARS ID to access the training database during class. You should
already have access to eMARS prior to logging into eMARS. If not, please contact your Security Lead
who will assign you a user ID and password to eMARS.

From the Login page, enter the following information:

Required Fields Values

User Name Enter your eMARS ID (same as Employee ID)
NOTE: User Names are case sensitive.

Password Enter your Password and click Login.
NOTE: Passwords are case sensitive.

| [T\ M Advantage

|_0 in Copyright @ 2001, 2011 CGl Technolegies and Solutions Inc.
g All Rightz Rezerved.

User ID: Uze of thiz =oftware is subject to CGl Technologies and
Solutions Inc. license agreement.

Basswonk AMS Advantage® iz a regiztered trademark of CGI
Technolegies and Solutions Inc

Add AMS Advantage to vour Favorites
Login Reset
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4- General Navigation within eMARS:

eMARS offers a variety of ways users can view the data or information within the system. There are
multiple panels, menus and views that can assist the user when processing or entering data into the

application.

@‘2' @Home ébperstnah:e @a‘-’w:cesswt;my (@ App Help ‘i’ﬂ About

Cost Accounting

JTTNA M Advantage

Welcome,

Budget

Accounts Receivable

Accounts Payable

Procurement

eMARS 3.9 UAT - Financial

Message Center
Primary

Navigation Panel

Search Workspace Panel

: Secondary
History Navigation

Favorites Panel

Administration

Primary Navigation Panel

The Primary Navigation panel is a constant panel that you will see at the top of every screen within the
eMARS application. The function of the Primary Navigation panel is to allow users quick access to
specific functions available within eMARS. The Action Buttons that appear on the Primary Navigation

Panel allow users to:
e Gain quick access to any table with in the application (Jump To)
e Return to the Home page from anywhere in the application (Home)
e Maintain your Favorites list (Personalize)
e Learn about the Accessibility features available in eMARS (Accessibility)
e Access On-Line Help and Documentation regarding eMARS (App Help/ About)

e Log out of the application and end the session

-
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The Secondary Navigation Panel

The Secondary Navigation Panel is a dynamic panel that will change depending upon the type of page
you are viewing within the application. The panel will allow users to navigate within a specific
document or perform other specific functions. The main functions of the Secondary Navigation panel
are listed below:

e Access worklists to approve documents

o Perform searches for documents, or pages
e Create and access InfoAdvantage Reports
e Access previously viewed pages

¢ Change your password.

When viewing a document or table, the Secondary Navigation panel is updated and displays menus
and links that correspond to the page being viewed. This panel is also collapsible to allow for more
working space.

Workspaces

Workspaces are collections of shortcuts to individual application pages within eMARS used for quick
access to data or pages. Workspaces allow users to access all the documents or pages associated
with a specific function. The following Workspaces are available:

e Procurement

¢ Budgeting

e Accounts Receivable
e Accounts Payable

e Cost Accounting.

Using and Understanding Documents
Document Title Bar

The Document Title Bar provides specific document information such as the document information
(Document ID, Document Department, Function and Phase.

elcome, Connie Downey Procurement | Budgeting | Accounts Receivable | Accounts Payable | Cost Accounting

iew All 1 of 1| @ Delivery Date cannot be less than Record Date or application system ...

Service Contract({SC) | Dept: 758 ID: 1900000004 Ver: 1 Function: New Phase: Draft 'le

Document Navigator x

Header

Award Details

[eCNEEIRIN I UM Contract Details | Reference | Reguestor Issuer Buyer || Modification | Extended Description | Default Shipping/Billing | Reporiing | Fixed #

Accounting Distribution

=(ZGI
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Within the Information Bar is the Document menu which allows users to access additional information

about the document.

e [nclude Document Comments

e View referenced documents

e View printed forms.
Document Buttons:

Within a document there are a variety of buttons to assist the users in processing data and viewing
information. These document buttons will be located at the bottom of each section and/or document

| Total of All Attachments: 0

Related Actions =

& Ed'rt| K] Cupy| Validate| E3 5uhmi‘t| [s Discard|

Processing = | | Workflow = | File'| E3 Close |

Document Buttons:

o Edit

e Copy

e Validate
o  Submit
e Discard

Section Buttons:

e Insert New Line

¢ Insert Copied Line

Processing
Workflow
File

Close

Edit with Grid

Related Actions

Menu

Additional actions are available if the selected button has a drop list. For example the Related Actions
Menu, allows users to perform specific functions associated with that particular document.

| Amenament Numper:

Related Actions=
[4 Edit‘ 5] Cnpy| A Vahdate| ki Submil| [ Discard‘ wm View PDF | = Print| Processing™ Womﬂuw" Filev | | E3 Clcse|
[
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Document Views:
eMARS allows users to choose how they view the information in a specific document or section.
Tab View:

Tab view is the default view and allows the user navigate between different tabs within a document
section. This helps avoid having to scroll to view the information associated with a document.

Delivery Order{DO) | Dept: 758 ID: 1300000044 Ver.: 1 Functiom: New Phase: Draft |E|

Tab View

[eCO I B Contract Details | Reference || Requestor Issuer Buyer | Modification | Extended Description || Default Shipping/Billing | Reporting

Fixed Asset Intent Reference | Document Information

Record Date: Accounting Profile: $|
Document Name: Budget FY:
Fiscal Year:

Document Description:
Period:

Procurement Folder: Actual Amount: £0.00

Procurement Type ID: |2 Aﬂs| Closed Amount: £0.00

LA
4
Closed Date:
Procurement Type: Delivery Order oS <
0 Al it 50.00

Cited Authority: 2| e -
Accounting Distribution Total Lines: 0 Line: none Distribution %: none
Vendor Vendor Customer: Legal Hame:
Commodity Total Lines: 0 Line: none Commeodity: nene  Open Amount: none  Line Amount: none
Accounting Total Lines: 0 Line: none Line Amount: none  Line Open Amount: none
Posting Total Lines: 0 Posting Line: none
Special Instructions Total Lines: 0  Special Instruction Line: none  Special Instructions Code: none
Supporting Documents Total Lines: 0 Line Number: none  File Name: none
| [ copy| | vaigate | | E3 suomi| | [t Discard | Processing ~ | | workfiow ~ | | Fie ~ | | B3 ciose |

=(:GI
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List View:

List view allows users to have the option to view all sub-sections of the document on one screen.
Users will have to scroll to view all individual sub-sections.

Delivery Order{DO) | Dept: 758 1D: 1300000044 Ver: 1 Function: New Phase: Draft | o
List View ~
==l General Information
Record Date: Accounting Profile: 4|
Document Hame: Budget FY:
Fiscal Year:
Document Description: B
Period:
Procurement Folder: Aciual AroutzEHI 00
Procurement Type ID: | 2 $| Closed Amount: 30.00
Procurement Type: Delivery Order =
Cited Authority: $| Open Amount: 50.00
¥ Open Accrual Amount: 50.00
Default Form: i
Total of Header 0
Attachments:
Total of All Attachments: 0
el Contract Details
Obligation Amt Adjusted for sg oo Outyear Adjustments sgpo
Outyear: Amount:
I al L =
H save | % undo Related Actions v
[ Copy | Validate | E3 Submit | [s¢ Discard | Processing = | | Workflow = | F"BV| Ed Close |

Accordion View:

The Accordion View removes the Secondary Navigation Panel from the screen and will show all
document sections. The accordion view allows each section to be maximized for data entry, and can
be expanded or collapsed as needed to review data and detalils.

Delivery Order(DO) | Dept: 758 ID: 1300000044 Ver: 1 Function: New Phase: Draft |j A Modified by NPID100, 031142012 |
Header Accordion View
Accounting Distribution Total Lines: 0 Line: none  Distribution %: none
Vendor Vendor Customer: Legal Name:
Commodity Total Lines: 0 Line: none  Commeodity: none  Open Amount: none  Line Amount: nong
Accounting Total Lines: 0 Line: none  Line Amount: none  Line Open Amount: none
Posting Total Lines: 0 Posting Line: none
Special Instructions Total Lines: 0  Special Instruction Line: none  Special Instructions Code: none
Supporting Documents Total Lines: 0 Line Number: none  File Name: none
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Viewing Details:

Users have the option to view the section showing details or not showing details. Viewing a document
without details allows for quick navigation. Users can then view the details one line at a time by
selecting view details to reveal all information associated with the line.

Delivery Order(DO)

Header

Dept: 758 ID: 1300000044 Ver.:. 1 Function: New Phase: Draft EI

el

Accounting Distribution

Total Lines: 0 Line: n

one Distribution %: nong

e

Legal Name:

From 1 to 3 Total: 3

Line 1
Line 2
Line 3

Vendor Customer:

CL Description

Modified

Line Amount
50.00 No
50.00 No
50.00 Mo

£

Go to line: l:l@

Edit with Grid:

The Edit with Grid feature allows users to populate data into eMARS using an excel type view.

Delivery Order(DO)

Header

| Dept: 758  1D: 1300000044 Ver: 1 Functiom: New Phase: Draft |E|

Accounting Distribution

Total Lines: 0 Line:

none  Distribution %: none

Vendor

Vendor Customer:

Legal Name:

CL Description Commeodity Extended Description Line Type Quantity Unit Unit Price List Price
Line 1 tem b 0.00000 50.00 50.00
Line 2 tem A 0.00000 50.00 50.00
Line tem A 0.00000 50.00 50.00
=
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Document Data Entry:

When processing a document, users will be required to complete specific fields. eMARS offers
assistance to users who need to select values that appear in other tables within the system. Users
have the following Data Entry help:

e Picks- allow users to select from a list of values

General Intormation | CGontract Uetails | Heterence | Hequestor 1ssuer Buyer | Modimication || Extended Uescnpton |REEN ITOnIEN Ml Heporting | Feed Asset Intent Heterence

Shipping Location: @l L\) Billing Location: @I
Shipping Method: $| Billing Additional Info:
Free On Board: @I
Delivery Date: B
Delivery Type: ﬂ

Shipping Additional Info:

o Type Ahead-Provide letter by letter filtering as you type

T pup B i

Shipping Location: 75z i |
738001 : Finance - Office of Procurement Services

Delivery Date: 753003 : Finance - Customer Resqce Center
738004 : Finance - Office of Financial Management
758005 - Finance - State Risk & Insurance Senvices
758006 - Finance - Statewide Accounting Services

=(ZGI
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5 — Strategic Procurement Request Process (SPR1)

Expenditures with an enterprise impact or of a strategic nature to the Commonwealth require approval
prior to the initiation of a purchase. Agencies seeking approval of such procurements will submit
requests on a Strategic Procurement Request (SPR1) form. The form allows the agency to clearly state
the circumstance and need for the proposed purchase. The SPR1’s will be reviewed on a daily basis by
the appropriate business expertise agency.

Only procurements and expenditures that fall into one of the Strategic Procurement categories will
require prior review/approval by the business expertise agency. Agencies must obtain appropriate
agency authorization prior to submitting the electronic SPR form but are not required to maintain a hard
copy signature on the form.

The following table outlines the items and services that are considered to have an enterprise impact or
to be strategic by nature. The table also includes the business expertise agency that will conduct the
review and apply approvals and the dollar threshold that requires prior approval.

TYPE OF REQUEST/STRATEGIC THRESHOLD BUSINESS EXPERTISE AGENCY
PROCUREMENT CATEGORY
A & E PSC - Not Practicable To Bid $0 Finance — Division of Engineering & Contract
Administration (DECA)
A & E PSC - Sole Source $0 Finance — Division of Engineering & Contract
Administration (DECA)
IT Hardware $1,000 Commonwealth Office of Technology (COT)
IT Maintenance $1,000 Commonwealth Office of Technology (COT)
IT Services $1,000 Commonwealth Office of Technology (COT)
IT Software $1,000 Commonwealth Office of Technology (COT)
IT Task Orders $1,000 Commonwealth Office of Technology (COT)
Postal Services & Equipment $1,000 Finance — Division of Postal Services
Printing $1,000 KYTC — Design & Print Services
PSC - Start Date Request $0 Finance — Office of Procurement Services (OPS)
PSC - Sole Source $0 Finance — Office of Procurement Services (OPS)
PSC - Not Practicable To Bid $0 Finance — Office of Procurement Services (OPS)
Vehicle Repairs And Parts $5,000 Finance — Division of Fleet Management
Vehicles $1,000 Finance — Division of Fleet Management

Agencies shall apply keen scrutiny to all procurements and state expenditures but particularly to those
procurements and expenditures within their procurement authority that are not reviewed by a business
expertise agency. Procurements and expenditures that exceed the agency’s authority but do not fall
into the Strategic Procurement categories will continued to be evaluated and assessed by the OPS,
COT, Division of Fleet Management, Division of Postal Services and DECA with regard to need,
reasonableness of costs, method of procurement, etc. but will be accomplished through inline standard
processes such as the requisition process, exemption request process, SAS-5, Real Property space
requests, MOA, PSC RFP process, etc.
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CAUTION: Buyers, reviewers and approvers rely on explanations and descriptions provided in the
SPR1 when making decisions to approve or accept requisitions, purchase orders and payment
documents. Since the transition from the EO1 process could result in less explanation and description
of the procurement available to buyers, reviewers and approvers, agencies must expand the
descriptions and explanations they provide on requisitions, purchase orders and payment documents to
enable those reviewing to efficiently process the documents without delay.

The following table provides additional information and examples of the Strategic Procurement
Categories.

Type of Request/Strategic
Procurement Category

Examples

Architectural & Engineering PSC -
Not Practicable to Bid

Architect or Engineer with a justification that service can only be
provided by a specific Vendor, -on a continuing basis. Requires
sufficient justification to support "not practicable to bid".

Architectural & Engineering PSC -
Sole Source

Architect or Engineer with a justification that service can only be
provided by a specific Vendor, -on a continuing basis. Requires
sufficient justification to support sole source.

IT Hardware

Desktops, Laptops, Computer Leases, Copier Leases, CD Burners,
Monitors, Wireless projectors, Wireless Routers, Digital Cameras,
GPS.

IT Maintenance

Maintenance Agreements for IT equipment including Hardware and
Servers.

IT Services Installation of IT related hardware and software, User Training of IT
related items, Phone services, Internet services, cabling...
IT Software Software licenses and purchase of software.

IT Task Orders

IT Staff used on a continuing basis not on the Commonwealth's payroll
but to be paid against one of the Temporary Services Master
Agreements.

Postal Services & Equipment

Mailing services, Postage stamps, Postage meter, funds added to
postage meter.

Printing

Brochures, Forms, Manuals, Stationary, Business Cards.

Personal Service Contract - Start
Date Request

Personal Service with a start date prior to the SPR1 Request being
completed and Approved, and prior to the filing with the Governmental
Contract Review Committee.

Personal Service Contract - Sole
Source

Professional Services to be provided that can only be provided by a
specific Vendor, -on a continuing basis that cannot be reasonably
performed by any other state agency or university. Requires sufficient
justification to support sole source.

Personal Service Contract - Not
Practicable to Bid

Professional Services to be provided that where it is not practicable to
issue a RFP, -on a continuing basis that cannot be reasonably
performed by any other state agency or university. Requires sufficient
justification to support "not practicable to bid".

Vehicle Repairs and Parts

Any repairs including parts on existing vehicles.

Vehicles

Initial Vehicle purchase or any add-ons.

=(Z(]I
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The Process to complete a Strategic Procurement Request document is as follows:

1. Access the Document Catalog:
2. Click Create.
3. Enter the Document Code of SPR1, your document Department Code and document Unit
Code into their respective fields and select Auto Numbering.
4. Click Create to create the SPR1 document.
5. Check the Auto Numbering box.
6. Click Create again to generate the SPR document.
7. The SPR1 opens to the Header. Leave the Request Date blank. This field will automatically
populate to the date it is submitted.
]
StrategicProcnrementkequest(spm)‘Dept: 758 ID: 16000000028 Ver.: 1 Function: New Phase: Draft |j
w
= List View I
Purpose & Justification
Request Date: B Procurement Folder: a&|
Calegory; & - :Ieeq“ue :t:er ID; &
Sub Category: & Name:
Document Description: e Dem; &
F save | 5 unde
[ copy | Vaidate | [ £ submt | | [t Discard | & Prnt | | Processing ~ | | workflow ~ | | Fie ~ | | E§ Clase
=
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[N RN GEN O Purpose & Justification

Procurement

Budgeting  Accounts Receivable | Accounis Payable | Cost Accounting

Request Date: ] Procurement Folder: 2
Status: Pending Review|v | Procurement Type ID:
Category: 1 Requestor ID: &

B &

Sub Category: Name:

Document Name: Phone Number:

Email:
Vendor Name:

Requesting Dept: &

Cost: 5000

H save | ) Undo
[ Copy| [ Validate | [ F3 Submit| |[5 Discard | = View POF | [ & Print | | Processing= | [ Workflow | | File= | [ E3 Clos|

8. Choose a Category_from the Pick list. The Category field is used to identify the type of goods
and services. See listing below.

o Architectural & Engineering
o IT

o Personal Service Contract

o Postal
o Printing
o Vehicles

9. Choose a Sub Category from the Pick list to further define the specific type of request. See
listing below.

o Architectural & Engineering
= A&E Not Practical to Bid
= A&E Sole Source

= |T Hardware

= |T Maintenance
= |T Services

= |T Software

= |T Task Orders

o Personal Service Contract
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10.
11.

12.

13.

14.
15.

16.

17.

18.

19.
20.

= PSC - Start Date Request
= PSC - Sole Source
= PSC - Not Practical to Bid

o Postal

= Postal
o Printing

= Printing
o Vehicles

» Vehicles Repairs and Parts

= Vehicles

The Document Name field is optional. Up to 60 characters can be entered.

Add a Document Description. This field can be used for searching purposes on the Lifecycle
Document Search table (LFDOCSCH) Up to 60 characters can be entered.

Enter the estimated or actual Cost. The Cost field should not be left blank and must exceed
$1000.00.

Enter the Procurement Folder ID number IF the Procurement document (RQS, DO, DO2, PO,
PO2, PON2) has been created prior to submitting the SPR1. This can be found on the Header
of the award document and will associate the SPR1 with the other eMARS documents related to
the procurement. The SPR1 will be referenced in the Related Documents section of the
Procurement Folder.

The Procurement Type ID will infer from the Procurement Folder Number if entered.

Enter the Requestor ID. The Name, Phone Number, email and Requesting ID will infer from
the User table when the document is Saved or Validated.

Click on the Purpose and Justification tab.

See the question: Will Personal Security Information and Breach Provisions apply to
contract per KRS 61.931? Indicate whether the procurement is subject to the Personal
Security Information and Breach Investigation Procedures and Practices act. Choose the
answer from the Dropdown list. Select “Yes” if it is anticipated that the contract will disclose
“personal information” as defined in KRS 61.931.

Complete the Extended Description: Agencies must clearly state the circumstance and need
for the proposed purchase in the Extended Description section of the Purpose and Justification
tab. This field will hold 1500 characters.

Click on Validate. Correct errors if any.

Click on Submit. The SPR1 will be processed through workflow like other eMARS documents.
Once the SPR1 document is submitted and approved by the agency it will be routed to the
appropriate Business Expertise Agency based on the category selected on the document.
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By submitting the SPR1 document, the user is certifying that they have obtained the Cabinet
Secretary’s, or authorized agency head’s signature, which will be maintained at the agency level.

Once the Strategic Procurement Request (SPR1) document has been submitted to the business
expertise agency, it will be the responsibility of the User to follow up with the disposition of their SPR1
document. Once the SPR1 document has been reviewed, the user can proceed with the procurement
of their goods or services according to procurement policies and procedures, administrative regulations
and statutes. The SPR1 is not an order. It is the authorization to begin the procurement process.

After approval of the SPR1, agencies must follow the procurement policies and procedures,
administrative regulations and statutes to procure the goods and services requested. Agencies must
include the approved SPRL1 in the electronic procurement folder or attach the approved SPR1 to their
procurement document. To include the SPR1 in the electronic procurement folder, locate the
Procurement Folder number from the header of the document that will be used for the procurement and
type it into the Procurement Folder field on the SPR1. This will require a modification to the SPR1
document. Please see the section on Modifying the SPR1 document for details on what should be
included.

An electronic or printed copy of the SPR1 document can be created via the “Print” on the SPR1
document. Printing the SPR1 will generate a .PDF version of the SPR1 document that will be uploaded
to the procurement document.

Note: The SPR1 should not be attached to the Header of Procurement documents that will post to
the Vendor Self Service website. The SPR1 should not be visible to vendors.

To print the SPR1 document please follow the steps below:

NOTE: Selecting Print will not print the SPR1 directly to your local printer. It will generate a PDF
version of the SPR1 document that can be printed later.

Open the SPR1 document that has been approved by the Committee:
Click on the Print Button at the bottom of the screen.
The Print Page will open, and select Print.

Once a user has selected Print from the Print Page the system will begin the printing process.
Once the print process has submitted, eMARS will generate a PDF version of the SPR1
document that can be found under the Document Forms on the SPR1.

From the SPR1 document, Open the Document Menu, and then Document Forms:

The attachment can then viewed as an Adobe PDF and saved to your local PC and ultimately
attached to the corresponding procurement document.
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Modifying your SPR1

If additional information is required or if clarifications or corrections are necessary, users may create a
SPR1 modification.

If only the Cost is increasing by 15% or less, the modification is not required.

Open the existing SPR1 from the Document Catalog.

Click on Edit at the bottom of the screen. A modification Draft will be created.

Make the corrections and/or additions.

On the Purpose and Justification tab, add the word MODIFICATION and the DATE to the
beginning of the Extended Description. Enter information pertaining to changes.

Validate.

Submit for approval.

NS

o 0

Monitoring the SPR1 Document

1. Access the LifeCycle Document Search Inquiry table by entering LFDOCSCH in the Jump
To field.

Click Go

Enter the SPR1 document number in the Doc Code Field.
Enter the Doc Dept and Doc ID.

Click Browse.

S e

See the Results.

Copying your SPR1

Users may copy the SPR1.

1. Locate the SPR1 on the Document Catalog.

2. Place a Checkmark in the box on the left selecting the document you are copying.

3. Click Copy.

4. Onthe Copy Document page, enter your Dept, Unit, check Auto Numbering.

5. Click Copy Document.

6. A new SPR1 Draft opens, with the same information as the one you copied from. Make the

necessary changes, including indicating if this procurement will apply to KRS 61.931.

7. Click Validate.

8. Click Submit. The modification will go through the same approval process as the original.
[

CGl 29 of 160



eMARS Course 601 — General Procurement

6 — SHOPPER Procurement Process

SHOPPER has replaced URCATS and URSRCHMA. It can be accessed from the Procurement
Workspace or by using the Jump To field. To use the Jump To, type in SHOP in the field and click on
the Go button. SHOPPER is the main starting point for decentralized Procurement activity. Users will
search the Commonwealth’s database of Catalog ltems and Master Agreement Lines to locate their
desired items.

If the item is available on a Master Agreement (MA), users can either create a Delivery Order (DO) or
Payment Request (PRC) directly from the SHOPPER search page. Creating the DO first is the
preferred method because if the MA should expire before the payment terms end, the payment can be
made from the DO.

The SHOPPER Search For allows items to be selected from and added to a Shopping Cart where
items can be reviewed and the quantity can be updated. The Shopping Cart and Proceed to
Checkout function will then trigger the creation of a Delivery Order (DO) document.

SHOPPER

Access the Procurement Workspace:

Click on SHOP under the Search for ltems or Awards
OR

) Jump to; SHCOF & eo .
Enter SHOP in the Jump To: Click Go.

The SHOPPER page will open.

Shopper

@V Edit Shopping Cart

. "
0ltems : $0.00 Proceed to Checkout

Check Sources of Supply : bk Search For:
D Select All Advanced Search:
or check Sources to be searched: Department : Y Warehouse - @

—) [

[ inventory Commodity : & Expiration Date : =
)

o

MA Catalog ltems Vendor : Y Include Expired Agreements : |, | .
]

PunchOut Catalogs Price (from) : Mandatory Source Enabled :I v

Master Agreements Price (to):

|:| Similiar Purchases | Search | Clear Search Fields

|:| Commodities
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Deselect all Sources of Supply except the MA Catalog Items, PunchOut Catalogs and Master
Agreements check-box. This means that the inquiry will only search for Master Agreement and
Catalog Items.( All three catalog types can be selected here.)

When using the SHOPPER Search, it is important to include detailed information into the Search For
field. This will ensure a quick and relevant search for the desired items. If the Master Agreement
document ID or Vendor Code is known, this should be included into the search for field.

Type in your search criteria into the “Search For” field and click Search. This search fields supports
special characters and reserve words for advanced searching. The following table shows how reserve
words work:

Reserved Word Examples Search Result

AND computer and mouse Returns catalog records with both terms. Relevancy is
Gordon Food Service and Coffee | increased based on the number of times both words
Item SPN or Name and MA Doc # | occur.

ACCUM Computer ACCUM Mouse | Returns catalog records with either or both terms.
ACCUM Wireless Relevancy is increased based on the number of times
both words occur
OR laptop or notebook Returns catalog records with either laptop or notebook
in any of the fields.
NOT Notebook NOT MA12344 Excludes records that contain the specified key word.

In this example it would return records with the word
notebook which does not have MA12344 in any of the
fields.

”

The percent character “...%...” may also be used as a wildcard to replace individual characters. For
instance the search query “boo%” would return results for both “book” and “boot”. Or any word that
starts with “boo” like “booster”.

Note: The standard eMARS wildcard character of “...*...” does not work on the Shopper inquiry.
Please use the “...%...” instead. This is the exception to the rule.

When searching for an item that exists on a large Master Agreement Catalog it is helpful to have an
electronic copy of that catalog to use as a resource. Once a copy of the catalog has been downloaded
users will be able reference this spreadsheet to locate the supplier part number and extended
description included on the Master Agreement.
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How to Search for and Find a Master Agreement from the Document Catalog and
Download the Catalog

Task

You want to find a Master Agreement on the Document Catalog, open it and view the catalog(s).

There is a listing of Statewide Master Agreements on a Procurement webpage:
http://finance.ky.gov/services/eprocurement/Pages/contractinginfo.aspx

Steps

Open the Document Catalog

In the Code field type the Document Code. EX: MA

In the Dept field type the Department Code. EX: 758

In the Unit field, leave it blank

In the ID field type, type the Document ID. EX: 1600000871%
Click Browse.

N o g owbdpRE

Open the award by clicking the document link. Make sure you are choosing the latest version of
the MA.

8. Go to the Commodity Section. In the lower right corner of the screen, click on File. See the
Attachments and click on it.

9. See the list of catalog(s). Highlight the most current catalog.

10. Click on Download. You can choose to Open it or Save the catalog to your desktop in Excel
spreadsheet format. The columns can be sorted for searching.

11. Once the catalog has opened, you can see the Supplier Part Numbers, Pricing, etc. and can sort to
find the items needed. Do not store large multiple catalogs on your desktop. Catalogs are updated
by the vendor/Purchasing Office as needed.

After the copy has been saved to your desktop, it may be referenced when making payments or
processing Delivery Orders against the Master Agreement. The spreadsheet may be sorted based on
the Supplier Part Number, Unit Price, Item Description, etc. Once you have located the item(s), the
Supplier Part Number, Unit Price, Item Description, etc. may then be entered into the SHOPPER
search criteria. The master agreement catalogs should be deleted from the desktop periodically as the
Master Agreements will be modified as needed.

Review the results of the Catalog search. The search will produce a set of results that are sorted
based on relevancy (that is, based on how closely the item matches the search criteria entered).

Once an item(s) are selected on SHOPPER, users will need to identify their desired method to procure
the items. Users can create the following different types of documents from the SHOPPER search:
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DO- The DO document can be generated directly from the SHOPPER search by using the
Document Identifier pick list on the Checkout Page. The Department, Unit, Auto
Numbering fields must be populated in this section. In the Additional Information section, the
Shipping and Billing Locations and Delivery Date fields must be populated with your
information in order for eMARS to generate the DO document.

PRC- The PRC can be generated directly from the SHOPPER search on the Checkout page by
selecting PRC from the Document Identifier dropdown box. The Auto Numbering box in the
Document Identifier section will need to be selected. Under the Additional Information
section, the Shipping and Billing Locations and the Delivery Date fields must be filled in
order for eMARS to generate the Payment Request.

HIOCUTEMent | BUGQENNg | ACCOUNIS HECenaDie | ACCOUNIS Hayabie | CoOSiAccoumtng

Shopper

E Edit Shopping Cart
¥

v
0 ltems : $0.00

Menu

Froceed to Checkout

et

Check Sources of Supply : ["¥B Search For | 1800000871%
[] select Al Advanced Search
or check Sources fo be searchdd: .
s Department & Warehouse : =
Inventory Commaodity & Expiration Date : =
MA Catalog Hems Vendor @]  Include Expired Agreements : o [ |
¥ Punchout catalogs Part Number Mandatory Source Enabled : ]
| ¥ master Agreements Include Substitute Stock ltems :| |+ |
[ simitar Purchases Document Description :
¢ | Hcommodities Search | | Clear Search Fields
{ |~ Available From MA Catalogs
Vend Comm Mandatory Unit = Commodity cL EERER=Y Document
Lol Quantity unit| 2 = Description  Part Vendor Lt Source Expiration | Image
Line  Line Source Price Code Description Number Desoription
1 FILTER COFF ‘:::HS?:’: iz
1 1 No EA  S0.01 33614 12 CUP Coffee 116837  GORDON FOOD SERVICE ING MA 758 1800000871 04/27/2018 Details
2-500CT BUNN fnpductland
q Equipmant
/ COFFEE All State Coffee
COLOME and Tea . o
1 1 No EA 57370 38514 S e 4 5z Coffee 167703 GORDON FOOD SERVICE ING 500 T®2 114 758 1600000871 0412712018 Details
MOSAC Equipment
COFFEE INTL All State Coffee
1 1 No EA  $38.18 38514 BLND 80-1.52 Cofiee 167835  GORDON FOOD SERVICE ING 2n9 T28 MA 758 1600000871 04/27/2019 Details
HoSAn Products and
{ Equipmant
COFFEE INTL All State Coffee
LR 1 No EA 34121 38614 ?(']":[;'ZJECAF Coffee 187878  GORDON FOOD SERVICE ING :"" Tea MA 758 1600000871 04/27/2018 Details
X roducts and
MOSAC Equipment

Select the items you wish to order by adding the quantity of the item.

Click on Add To Cart.

Click on Checkout.

Click on Proceed to Checkout. Choose the Document Type from the DropDown box under
Document Identifier. Fill in the required fields under Additional Information.

Click Checkout again and the DO is generated and opened for completion.
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Delivery Order (DO)

The Delivery Order (DO) document is an award document that is a contractual agreement between the
agency and the Vendor to provide goods or services. All Delivery Orders will reference a Master
Agreement. The Delivery Order will infer information from the Master Agreement when it is validated,
such as Commodity Detail information and Delivery dates. The Delivery Order is the legal agreement
with the Vendor and may encumber funds required to pay for the order, provided the proper event type
is selected.

Certain Information will not be modifiable as it will default from the Master Agreement or
Catalog and should not be changed (i.e the Cited Authority and Commodity Descriptions)

The DO document opens to the Header section.

Complete the Header Section:

CEN EIIN g B Contract Details | Reference | Requestor Issuer Buyer | Maodification | Extended Description || Default Shipping/Billing | Reporting | Fixed Asset Intent Reference | Document Information
Document Name: = PCard ID:
PCard Exp:
Ri d Date:
ecor © @ Accounting Profile: ﬁ
Budget FY:
Procurement Folder:
Fiscal Year:
Procurement Type: Delivery Order
Period:
Procurement Type ID: 2 2
Document Description: test shopper 04 09 15
Cited Authority: FAP111-35-00-G @
Actual Amount: $47.31 Competitive Sealed Bid-Goods
Closed Amount: $0.00 Confirmation Order: [~
Closed Date: Blanket Agreement: [~

The following fields can be found in the General Information section:

e The Record Date will infer when the Deliver Order is submitted to final. This displays when the
order has been recorded in eMARS. Please leave this field blank as it will infer with the correct
values

e The Document Name is an optional field where additional information about the order can be
identified. This field will not print on the final order, but rather can be used for internal
information. This field will allow for 60 characters (optional).

e The Document Description is required and will print on the final Order. Users will want to
provide a brief description about the purpose of the Delivery Order. This field will allow for 60
characters. The description is also searchable form various inquiries like the Procurement
Document Inquiry (PRCUDOC).

e The Procurement Type ID will default automatically when the Order is created. This
corresponds to the type of Business Process being followed.

o The Cited Authority represents the statutory, regulatory or policy citations for a purchase. The
Cited Authority on the Delivery Order will infer from the referenced Master Agreement and
should not be modified.
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e The Default Form identifies the specific form that is to be used when the Delivery Order is
printed or assembled. Users will want to ensure that the correct form is identified for the type of
document they are processing i.e. modification.

e The Budget FY, Fiscal Year and Period will infer when the document is submitted to final. The
values defaulted will identify the current accounting Budget FY, Fiscal Year and Period for the
document.

Complete the Requestor/Issuer/Buyer Information:

- Requestor Issuer Buyer |

| Issuer ID:

| Buyer Team:
| Buyer:

p2
|RequestorID: Q

Award Officer Name:
Name:

. Award Officer Phone Number:
Email:

Phone Number: Award Officer Phone Extension:

A d Offi Email:
Requesting Dept: 2 war icer Emai

e The Issuer ID will default to the User ID of individual creating the document and will infer the
Name, Email and Phone number of the individual User selected. If you are completing the
document on someone else’s behalf, then their User ID can be selected from the pick or by
using the Type Ahead feature (required).

o The Requestor ID identifies the user who is requesting the goods or services being ordered.
The User ID can be selected from the pick or by using the Type Ahead feature (required).

Complete the Default Shipping and Billing Location Information:

= Default Shipping/Billing |

Shipping Location: Billing Location:

[

Shipping Method: Billing Additional Info:

[ [ [

Free On Board:

Delivery Date: B

Delivery Type: -

Shipping Additional Info:

The Default Shipping and Billing section identifies the locations that will be used for all Commodity
Lines across the entire document. If each commodity line is being shipped/billed to different locations,
user will need to identify the individual shipping and billing location codes on the commaodity line.

e The Shipping Location field is used to identify where the goods requested on the Delivery
Order should be delivered. A Shipping Location can be selected by using the Pick or by using
the Type Ahead feature. (Optional in Header).

e The Billing Location field is used to identify the Accounts Payable Office where the Vendor’s
Invoice should be mailed. A Billing Location can be selected by using the Pick or by using the
Type Ahead feature. (Optional in Header).
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e The Delivery Date is used to identify the date in which the goods being ordered will need to be
delivered. The Delivery Date will not default with values from the Master Agreement and users
will need to enter an anticipated delivery date in this field.

Note: When the Default Shipping/Billing is identified on the Header, the Ship/Bill To Lines must be
selected in the Related Actions Menu in order to distribute them to the commodity lines in the
document. The commodity lines must be established prior to selecting the Ship/Bill To Lines.

Ship/Bill Te Lines

Load Accounting Profile

Azzemble Document

Uye

o

Reszet
Aszzemble Reguest Activity

WICY LU L T

Related Actions *

Inspect the Vendor Section.

The Vendor identified on the Delivery Order will infer from the Master Agreement. The vendor may not
be changed on a Delivery Order unless a secondary vendor is being referenced.

VDGOl Discount ﬂ

Vendor Contact ID:

L4

Vendor Customer:

[

Address Code: Vendor Contact Name:

Vendor Contact
Phone:

Vendor Contact Phone
Ext.:

Vendor Contact Email:
Fax:
Fax Extension:

Web Address hitp:il:

e The Vendor Customer identifies the Vendor with whom the order will be placed. This value will
infer from the referenced Master Agreement (required).

e The Address Code identifies the Ordering/Procurement address for the Vendor. If multiple
addresses exist for the vendor, a different address code can be selected from the Pick
(required).
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e The Vendor Contact ID corresponds to the Vendor Contact on the vendor record. If multiple
contacts exist, a different Vendor Contact Id can be selected from the Pick (required).

Note: If a secondary vendor needs to be identified on the Delivery Order, the Agreement Vendor
Line field will need to be updated on the Header Reference of the Deliver Order. See Screen shot.

General Information | Contract Details WS EG I Fequestor [ssuer Buyer | Modification || Extended Description | Def
Diocument Information

Allow Partial Receipts: ves Tracking Number:

Agreement Code: & Replaces Award Doc Code:

Agreement Dept: 752 Replaces Award Doc Dept

Code:
Agreement ID: | 1200000923

Replaces Award ID:

Agreement Vendor Line: | 1 .@
Replaced By Award Doc
Internal Award Number: Code:
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Complete the Commodity Section:

- General Information

CL Description: - External Warehouse:
Fixed Asset:
Warehouse: @
Lock Order Specs:
= dity: &
HEE Al Lock Catalog List Price:
Stock Item Suffix: ﬁ Allow Promotional Pricing:
Supplier Part Humber: ﬁ Vendor Preference Level:
Line Type: Inactive Line:
Quantity: Shipping Charge:
Unit: g Commodity Specs:
Unit Price:
Discounted Unit Price:
Extended Description:
List Price:
Contract Amount:
Service From: )
SEnvcEliC: ﬂ Non-Reserved Funding Open Amount Total:
Accounting Profile: @ ltem Sub Total:
Accounting Template: 2 Tax Amount:
Tax Profile: 2 Line Amount:
Leased ltem: [~ Total Acctg Amt:

Closed Amount:

Open Amount:

Open Accrual Amount:
Closed Quantity:

Open Quantity:

Closed Contract Amt:
Open Contract Amount:
Referenced Line Amount:
Modified:

Number of Attachments:

[

Review the Required Commaodity line item information. The Commodity Panel displays all Commaodity
lines that are associated with the Delivery Order. For Commodity lines that originate from the Master
Agreement there will be very little information to add. However, users will need to verify and/or

complete the following information:

e The CL Description field is used to record a brief description of the good or service being
requested. This field will populate with information from the Master Agreement since the items
were selected from the Catalog Search. This information should not be changed. This field will
print on all documents and is used on subsequent Procurement Documents.
displayed in the grid area of the Commodity section in order to help you identify which line you

would like to inspect or modify (required).

¢ The Commodity field is used to store the Commodity Code that most closely matches the item
or service being purchased. This field is used primarily for classification purposes. This field
will be populated based on the value from the Catalog or Commodity Code value selected from

SHOPPER and should not be changed (required).
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e The Supplier Part Number field is used to identify or select the Supplier Part Number or item
from the referenced Master Agreement. The supplier part number will be required on all
Delivery Orders where a Catalog Master Agreement is referenced. The Supplier Part Number
will infer when the Delivery Order is validated.

e The Line Type field is used to identify how the cost of the line will be established. Generally
speaking, goods will use the Line Type of Iltem and Services will use the Line Type of Service.
The Line Type on a Delivery Order will infer from the Master Agreement (required).

o Item- When the Line Type of Item is inferred on the Commodity line of a Delivery order,
the system will also infer the Unit and the Unit Price. Users will be required to identify
the Quantity for the item selected.

o Service- The Line Type of Service, on a Delivery Order will infer the Contract Amount
from the associated Master Agreement. Users will be required to identify the Service To
and Service From dates.

o The Extended Description is used to provide a detailed description of the Commodity line.
Specific information pertaining to the Item or the order should be recorded in the 4000
characters allowed for this field. This field will print on the final order (required). To access a
larger text field, select Extended Description from the Related Actions Menu.

Extended Description:

Ship/Bill From Header
Extended Description

e The Accounting Profile field allows users to identify the Profile that will be used to distribute
the total amount of their commaodity line across multiple Accounting Templates. The Accounting
Profile is set up to identify a distribution Percentage and will automatically generate the
accounting lines on the document when it is validated. This field should only be used when an
accounting distribution is needed (optional).

e The Accounting Template allows the user to enter a unique template that will populate their
accounting lines with specific chart of account elements. When the document is validated, the
accounting line associated with the commodity where an Accounting Template has been keyed
will populate with the template information. It is not necessary to identify the Accounting
Template in the Commodity section, as it can also be keyed on the Accounting Line (optional).

e The Lock Catalog List Price identifies if the catalog prices inferred to the line are “Locked” on
the Master Agreement. If the Lock Catalog List Price is set to False, then the List price on the
commodity line can be adjusted on the Delivery Order. If the Lock Catalog List Price is set to
True, then the List price cannot be modified.
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Complete the Shipping/Billing section:

General Information | Reference [ELlgauli=ILG Fixed Asset Intent Reference || Specifications | Matching | Retainage | Tolerance | Discount

Shipping Location: Billing Location:

[

Shipping Method: Additional Info:

Free On Board:

| [® &

Delivery Date:

i

Delivery Type:

Additional Info:

The Shipping Location field is used to identify where the goods requested on the Delivery
Order should be delivered. A Shipping Location can be selected by using the Pick or by using
the Type Ahead feature (required).

The Billing Location field is used to identify the Accounts Payable Office where the Vendor’s
Invoice should be mailed. A Billing Location can be selected by using the Pick or by using the
Type Ahead feature (required).

The Delivery Date is used to identify that date in which the goods being ordered will need to be
delivered. The Delivery Date will not default with values from the Master Agreement and users
will need to enter an anticipated delivery date in this field.

Note: If the Default Shipping/Billing was entered on the Header, this section will be populated
with the same information if the Ship/Bill To Lines had been selected. If the Default
Shipping/Billing had not been entered in the Header, then it will need to be recorded for each
commodity line.
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Complete the Accounting section:

The Accounting section identifies the funding source used to make payment on each of the Commodity

line in the Delivery Order.

Note: Each Commodity Line will require at least one Accounting Line

L ETEIRIN i ELL I Reference | Fixed Asset Intent Reference || Fund Accounting | Detail Accounting | Payment Details

Event Type:
Accounting Template:
Line Description:
Line Amount:
Reserved Funding:
Line Closed Amount:
Line Closed Date:
Line Open Amount:
Roll Indication 1: [

Roll Indication 2: [

ﬁ Budget FY:
2 Fiscal Year:
Period:

Freight %:

Modified:

Number of Attachments:

Outyear Adjustments Amount:

Obligation Amt Adjusted for Outyear:

Related Accounting Line:

e The Event Type is used to determine what posting codes will be used on the document. The
event type is required on each accounting line (required). The following event types can be
identified on the Delivery Order. The PRO7 Event Type will infer on the DO.

o PRO05- Order from External Vendor- the use of this event type will establish an
encumbrance for the identified funding source (defaults when saved)

o PROG6- Order from Internal Vendor- this event type will infer for all Deliver Orders marked
with an Internal Vendor

o PRO07- Non-Accounting Order- this event type can be selected for all orders in which an
encumbrance is not desired.

expense.

An encumbrance is defined as: The reservation of funds to be used for a specific

e The Accounting Template allows the user to enter a unique template that will populate the
Fund and Detail Accounting elements. When the document is validated, the accounting line’s
fund and detail sections will populate with the template information. Any values entered by the
end user either before or after the template has been inferred will override any values from the

template (optional).

Note: Accounting Templates aren’t required on the document. The Fund and Detail
Accounting sections can be manually completed if no template is entered.

e The Line Description allows a brief description to be recorded to identify the additional
information on the accounting line. This field will allow for 100 characters, and does not print on
the final document (optional).
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e The Line Amount identifies the amount allocated to the accounting line. The sum of all
Accounting lines recorded for a single commodity line must equal the total amount of the
Commodity line (required).

o The Budget FY, Fiscal Year and Period will infer when the document is submitted to final. The
values defaulted will identify the current accounting Budget FY, Fiscal Year and Period for the

document.

Fund and Detail Accounting section:

General Information | Reference || Fixed Asset Intent Reference Detail Accounting | Payment Details
Fund: & Object: & OBSA: o
Sub Fund: @ Sub Object: @ Sub OBSA: @
Department: ﬁ Revenue: ﬁ Dept Object: 2
Unit: 3 Sub Revenue: 3 Dept Revenue: @
Sub Unit: & BSA: &
Appr Unit: 2 Sub BSA: 2
General Information | Reference | Fixed Asset Intent Reference | Fund Accounting Payment Details
Location: ﬁ Reporting: 2 Major Program:
Sub Location: 2 Sub Reporting: Q Program: ﬁ
Activity: & Task: & Phase: &
Sub Activity: 2 Sub Task: @ BrogramiPerod: 3
Function: 2 Task Order: _@
Sub Function:

The elements in the Fund and Detail Accounting sections will further identify the funding source that
will be used to establish payment for each commodity. The elements in this section can be added by
the user, or will infer if an Accounting Template has been entered. Not all fields will be required, but
users will need to ensure that the correct values are entered.

Including Attachments to your Delivery Order (optional):

Attachments may need to be included with your Delivery Order to provide additional information about
the order. eMARS will support attachments in two sections on the DO.

Header Attachments:

e The Header of the DO will support all types of attachments i.e. .xml, .pdf, .xIs. Attachments can
be uploaded by accessing the Attachments under the File Menu. Attachments made to the
Header will not print with the final document, but can be printed separately and included with the
order. Approved SPR1 documents should be uploaded in the Header of all Delivery Orders that
are expenditures considered strategic in nature or have an enterprise impact.
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Supporting Documents:

e Documents saved as Microsoft Word .xml format will print with the final document. Each
attachment included in the Supporting documents section will require a line to be inserted into
the section. A page break will occur between all attachments included as a supporting
document in the final printed order.

Note: Users will save the Attachments to be uploaded to the Header or Supporting Document
sections as Microsoft Word .xml format prior to uploading their file into their eMARS document.

Line Number File Name Description Publishing Sequence Date

From 0 to 0 Total: 0

File Name:
Description:
Publishing Sequence:
Date:

User ID:

Supporting Document Description:

Inactive Line: [

Once all the required or desired information has been included in the document, users will need to
Validate to check for errors. If there are associated errors with the document, they will be displayed on
the error panel. If there are multiple error messages users can select the View All link to show all
errors/warnings/informational messages associated with the document.

If errors occur on the document, they will need to be corrected and the document will need to be re-
validated.

Once the DO has validated successfully, users will then need to Assemble the document. The
assembly of the document will generate an Adobe PDF version of the Delivery Order. It is encouraged
that all Delivery Orders be assembled prior to submission. This allows users to review the order that
the vendor will receive. The assembly job should take 1-2 minutes.
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Users can follow the below steps to assemble their DO:
(Same process for any award document)

To Assemble:
1 From the Header Section, select the Related Actions Menu
2 Select Assemble Document
3 Select the desired form that will be used to print the document. (If processing a
modification, the Mod form will need to be selected.
4 Select Submit Assemble Request (this will initiate the document assembly process)
5 Asthe job is running, select the Refresh link to follow the job.

Once the Assembly job completes successfully, the generated Adobe PDF document will need to be
viewed and downloaded.

To View or Download:
1 From the Header, select Attachments from the File Menu.
2 ldentify the attachment generated from the assembly process, and select Download.
3 Click the X in the top right corner to close it.

After successfully assembling the Delivery Order, users will be required to Submit the document to
initiate workflow for approval.
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Exercise 1 — Generate a Delivery Order (DO) Using SHOPPER

Scenario

Your Department needs to pay for coffee supplies for the cafeteria. A Master Agreement was
previously created by Finance, Office of Material & Procurement Services and is accessible through
SHOPPER. The purchasing office will create the Delivery Order to procure the items.

Task Overview
Generate a Delivery Order (DO) payment from SHOPPER.

Procedures

1. At the top of the screen, type SHOP in the JUMP TO field. Click Go. Shopper search screen will
open.
Or, click on the Procurement Workspace. Under Search for Items or Awards, click on
SHOPPER

NOTE: Deselecting all boxes except MA Catalog Items, PunchOut Catalog and MA ensures the
results are only items on Master Agreement. (also, selecting Menu — Page Help gives helpful hints
on advanced searches)

2. Uncheck the Select All box.

3. Select the MA Catalog Items, PunchOut Catalogs and Master Agreements.

Search Tips for SHOPPER

e Do NOT use a hyphen “-“. Using this character will produce in undesired results. Use
search criteria that does not include the hyphen. For instance, if you are searching for a
specific Master Agreement number, MA 758 1600000871%, you should search using just the
number and wildcard, %1600000871%. Or, if you are searching for a supplier part number,
search for 75380%.

e Use Supplier Part numbers when possible.

e Stay away from broad searches such as “Cardinal%” or “Clems%”. There are several large
contracts, some with several thousand lines. Using broad searches on these contracts will
take substantially longer.
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4. Type your search criteria (EX: Gordon Food Service and Coffee and/or the MA Document Number)

in the Search For field.

Shopper

Edit Shopping Cart

)ity

0 ltems : $0.00 Proceed to Checkout

Check Sources of Supply :
Select All

D Inventory

MA Catalog Items
PunchOQut Catalogs
Master Agreements
[_| similiar Purchases

D Commodities

or check Sources to be searched:

¥k search For: GORDON FOOD SERVICE AND COFFEE

Advanced Search:

Department :
Commaodity :

Vendor:
Price (from) :

Price (to) :

|| Search |

&
&
&

Clear Search Fields |

Warehouse :
Expiration Date :
Include Expired Agreements :

Mandatory Source Enabled :

Click Search. See the search results below.

| = Available From MA Catalogs
e mm v
"

1 1 No

1 1 No ®

1 1 No @

1 1 No

1 1 No

1 1 No

1 1 No

Unit

. ) Supplier
Unit  Commodity ' o popiption | Deseription  Part
Number
FILTER COFF 12
3001 38514 CUF 2-500CT Coffee 118637
BUNN
COFFEE COLOMB
§73.70 38514 100% 180-1.5Z Coffes 187703
MOSAC
COFFEE INTL
$38.18 38514 BLMD 80-1.52 Coffee 1687835
MOSAC
COFFEE INTL
F41.21 38514 BLMND DECAF Coffee 167878
80-1.5Z MOSAC
COFFEE INTL
§62.50 38514 BLMD DECAF 20- Coffee 167886
2Z MOSAC
FILTER COFF
3001 38514 18.5X6.25" 250CT Coffee 188006
BUNN
TEA BAG ICE BLK
$1775 38514 NON CLOUDING Coffas 181783

323z

COFFEE MED RST

Vendor Document
Deseription
All State Coffee and
Tea Products and
Equipmant

‘GORDON FOOD SERVICE INC

All State Coffee and
Tes Products and
Equipment

GORDON FOOD SERVICE INC

All State Coffea and
Tea Products and
Equipmant

All State Coffes and
Tea Products and
Equipment

GORDON FOOD SERVICE INC

GORDCN FOOD SERVICE INC

All State Coffes and
Tes Froducts and
Equipment

All State Coffes and
Tea Froducts and
Equipment

All State Coffes and
Tes Froducts and
Equipment

GORDON FOOD SERVICE INC

GORDCN FOOD SERVICE INC

GORDON FOOD SERVICE INC

All State Coffes and

Source

MA 758 1600000871

MA 752 1600000871

MA 758 1600000871

MA 758 1600000871

MA 758 1600000871

MA 758 1600000871

Expiration

04/27/2019

o4/27/2019

04f27/201%9

04/27/201%

04/27/2010

04/27/201%

04/27/2019

ima

MOSAC . Quantity of 1 each.

Click Add To Cart.

entering the quantity of 1.

Click Next at the bottom to see items on next page. EX: Coffee INTL I/RM 160-7z MOSAC by

Select the items for purchase by entering the quantity needed. EX: Coffee Colomb 100% 160-1.5z
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9. Click Add to Cart. The number of items you have selected will appear in the Shopping Cart in the
top right corner. (If you need to view or remove items from the cart, Click Edit Shopping Cart)

Shopper

Edit Shopping Cart |

=4

Proceed to Checkout |

2 ltems - $119.19

Check Sources of Supply : %k search For : 16000008715
[] select Al Advanced Search:
or check Sources to be searched: . .
Department : ﬂ Warehouse : ﬂ
[ [a="]
Dlnventor],r Commodity : ﬁ Expiration Date : En
MA Catalog ltems Vendor : g Include Expired Agreements : pq ﬂ
] Punchout Catalogs Part Number : Mandatory Source Enabled - v |
] master Agreements Price (from) : Include Substitute Stock lems : 4
I:l Similar Purchases Price (ta) : Document Description :
L] commodities Search | | Clear Search Fields |

NOTE: If more items are to be purchased and those items are not on the same page, choose the
items on the page displayed, enter the quantity and click on Add to Cart. Then click on Next to
go to the next page of items. Choose the items on each page and add them to the cart before
going to the next page of items.
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10. Click Proceed to Checkout.

Frocurement Budgetng Accounts Hecenaie Accounts

Checkout

= 3

2 Items : $119.19

Edit Shopping Cart

sk

w Document Identifier

Code : g @ Department : [7g5 g D :
Unit : 5750 ﬂ Auto Numbering : [/]

Shipping Location © [geuu. ﬂ Accounting Template : ﬂ Group Purchases By - pjiow System to Choose Grouping ﬂ
Billing Location - |guuus ﬂ Accounting Profile : ﬂ
i [~ )

Delivery Date : jpapgzo1s |

Confinue Shopping | Checkout |

11. Under Document Identifier, select DO. Your Dept and Unit should infer from your user profile.
12. Auto Numbering field should be checked.

13. Under Additional Information, type in your Shipping and Billing Location and Delivery Date.
DO NOT ADD ACCOUNTING HERE, IT MUST BE ADDED TO THE DO OR PRC.

14. Click Checkout. (Click OK to the prompt to checkout.)

15. The DO document is opened. On the Header, type in the Document Description with information
you would want to see on a report.

16. On the Requestor Issuer Buyer tab, type in the Requester ID.

NOTE: If a secondary vendor is to be used, On the Header go to the Reference section, Agreement Vendor
Line field and enter the Vendor Line Number from the Master Agreement. Validate to see the change in the
vendor name.

17. Review the Vendor Section (the vendor code and information infer from the Master Agreement).

18. Click on the_Commodity Section. Verify the items that you ordered and need to pay are on the
DO.

19. Since we have more than one Commodity line, we will use the Accounting Distribution section
to add the accounting information and it will infer it to all the lines on the DO. Click on Accounting
Distribution.

20. Click Insert New Line. The Event Type will infer to APO1.
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21. Enter the Accounting Distribution information on the General Information tab:

Required Fields Values
Distribution % 100
Accounting Template | Enter your Acct Template or your Funding information

22. Click On Fund Accounting

Required Fields Values
Object Code Enter the correct Object Code

23. Click Save and see the Distribute Accounting button appear in the bottom right corner.

24. Click the Distribute Accounting button to create and infer the Accounting lines to each
Commodity Line.

25. Click Validate. Correct any errors, if there are any. Look at the Header to verify the amount is
correct.

26. To verify the Accounting information did infer the correct information, click on the Commodity
Line(s) then click on Accounting or Posting for each Commaodity Line to view the accounting.

NOTE: In eMARS 3.11, the PRO7 (encumbering) Event Type will infer. If you do want to encumber
the funding, you must manually go to each Accounting line and change the Event Type to PR05
(encumbering).

27. Assemble the document from the Header of the document. The assembly of the document will
generate an Adobe PDF version of the Delivery Order which can be emailed to the vendor upon
final approval. The assembly job should take 1-2 minutes.

Follow the below steps to Assemble the DO:

To Assemble:

1 From the Header Section, select the Related Actions Menu

2 Select Assemble Document

3 Select the desired form that will be used to print the document. (If processing a
modification, the Mod form will need to be selected.)

4 Select Submit Assemble Request (this will initiate the document assembly
process)

5 As the job is running, select the Refresh link to follow the job.

Once the Assembly job completes successfully, the generated Adobe PDF document will need to be
viewed and downloaded.
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Note: If the document fails assembly, look for the reason. On the Header, click on the Related Actions
button. Click on View Assembly Request. Click on View Job Log Messages. Call CRC if you need help
with assembly. Click Cancel and Back when ready to return to the document.

28. Click Back to return to the Header.

To View or Download:
1 From the Header, select Attachments from the File Menu.
2 ldentify the attachment generated from the assembly process, and select
Download.

29. Click Submit once the DO validates successfully and has been successfully assembled. The DO
will route through the Workflow process that your department/agency has set up for document
approvals.

30. Once the DO is approved by your Agency, print a copy to send to the vendor.
31. Write down the Delivery Order Document ID for future use.

NOTE: WORKFLOW

Once your document is submitted, it goes from Draft to Pending
Status. The document cannot be edited in Pending Status. Once in
Pending status, the document will route according to the Workflow
your department has set up for the approval process. Users that are
designated as “approvers” will have access to the Worklist(s) the
document is assigned. Approvers take the document to their own
Worklist for review and to apply the approval.
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Exercise 2 — PUNCHOUT Generate a Delivery Order (DO3 and DO4) Using
SHOPPER

Scenario

Your Department needs to purchase from a PunchOut Vendor (EX: Fastenal). A Master Agreement
was previously created by Finance, Office of Material & Procurement Services and is accessible
through SHOPPER. The purchasing office will create the UR (Universal Requestor) and DO Delivery
Order to procure the items. The DO3 and DO4 documents are unique to the PunchOut Vendor
purchase. The DO3 is generated when your PCard ID is entered on the Header of the UR document
on the Additional Information tab. The DO3 will submit to Final Status when it is submitted. It does
not require approvals as the purchase is paid for when the Punchout Vendor fills, ships the order and
charges the Procard. If not paying by Procard and not entering the ID on the Header of the UR, a DO4
is generated when the UR is submitted.

PunchOut orders are received by the vendor when they reach “FINAL” status (not when they are
Pending or when you are on the PunchOut Vendor’s website).

NOTE: Deselecting all boxes except MA Catalog Items, PunchOut Catalgos and Master
Agreements, ensures the results are only items on Master Agreement. (also, selecting Menu — Page
Help gives helpful hints on advanced searches)

Task Overview
Generate a Delivery Order (DO3 or DO4) award from SHOPPER via the UR document.

Procedures

1. Atthe top of the screen, type SHOP in the JUMP TO field.
2. Click Go. The Shopper search screen will open.

3. Uncheck the Select All box.

4. Select the Punchout Catalogs box.

Search Tips for SHOPPER

e Do NOT use a hyphen “-“. Using this character will produce in undesired results. Use
search criteria that does not include the hyphen. For instance, if you are searching for a
specific Master Agreement number, search by %1900000524%. If searching for a Punchout
Master agreement, you can search using %PUNC% and all the Punchout MAs will display.
Or, if search for a specific part number, search for IVR504%.

e Use Supplier Part numbers when possible.

e Stay away from broad searches such as “Cardinal%” or “Clems%”. There are several large
contracts, some with several thousand lines. Using broad searches on these contracts will
take substantially longer and possibly return the error: “Query retrieved over 2000 lines and
only 2000 are allowed. Please narrow the search”.
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5. Type the Search Criteria (EX: vendor's name) and Punchout in the Search For field.
6. Click Search.

7. Place a checkmark in the Select Catalog box on the left after the results are returned.
8

9

Click on Buy From Supplier.

The Create Punchout Request page will open. The Document Code field will infer UR. The
Department and Unit associated with your eMARS profile will infer.

10. Type in the Shipping and Billing locations for your department.

11. Click on the Launch Supplier Website button. You will be automatically directed to the vendor’s
website specifically set up for purchases for the Commonwealth of KY.

Create PunchQut Request

ok
w Create Request
Code : UR 2.' ID: Shipping Location : 11203 2.'
Department : 7o | Auto Numbering : [ Billing Location : [ 55 &
Si ] ]
Unit:nrss | &%
Continue Shopping Launch Supplier Website

Opening vendor PunchOut site.

The vendor PunchOut website is being opened in a
new browser window.

Cancel
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12. You may have a quote, or need to search on the vendor’s website using their categories or
method of searching by part name or supplier part number.

If you have a Quote, click on the eQuotes button at the top of the screen and follow the
prompts to locate your quote. The quote must have been prepared for your user id, name and
email address. The “Quotes” buttom may be shown differently on other Punchout Vendor’s
websites.

To search for individual items, click on the product category to search for your items to
purchase. For this vendor:

NOTE: Searching on PunchOut Vendors Websites

Each vendor’s site will be specific to their design. Follow their prompts to use each
one effectively.
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eQuotes Order Templates

My Store My Cart

Find a Store Items(0)

Home > Products

Products

-—,_i NEED PRODUCT TODAY? CHECK OUT OUR MY STORE TAB BELOW

Learn more »

All Products (370,639) @ Market Basket Items (6,215)

Search Within (i) e (i) i)
- Promotions & Special j % % @

Interests
Cutting Tools & Fasteners Material Power
Greeh:ltemsiiast Metalworking Handling, Transmission &
Supplier Diversity Items (5,106 Storage, & Motors
Packaging

Mfg in the U.S.A. (23,303

Trade Agreement Act (24,168 e o . o o A o
f : =< \
- =

Tools & Electrical Hydraulics & Raw Materials
Equipment Pneumatics

13. Click on a category. EX: Fasteners
14. Click on the item. EX: Bolts
15. Click on your purchase item. EX: Structural Bolts See the list of items.
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eQuotes Order Templates

o Products Keyword, Part Number or X-Ref @® My Account My Store
B e M CSGRP03844 Find a Store

Home > All Products > Fasteners > Bolts > Structural Bolts

f
ﬁ ' Structural Bolts

Structural bolts are a specialized, heavy type of hex bolt intended for use in large structures, such as buildings and bridges. This bolt is designed to
withstand the loads of steel-to-steel structural connections. They contain a flat, washer-faced bearing surface and a chamfered thread point.

All Products (963) @

Search Within ﬂ -
Your Refinements Category: Fasteners E Category: Bolts

~ Diameter - Thread Size @
E Category: Structural Bolts

B 1/2" - 13 24 B -
e ) E@ Compare Products List Grid 12 Results Per Page °
[ 5/8" - 11 (142

E 34" - 10 (221 Sorted by Most Popular o

1 7/8" -9 (159)
[ 4 1 2 3 4 5 » Last

=

16. Search through the list of items you wish to purchase.
17. Find the exact item. EX: SKU 19501. Add Qty. Click On the Cart.
18. To see more items, you can move through the list.

19. Choose more items if needed. EX: SKU 19510 Steel Structural Bolts. Add Qty. Click_On the
Cart

20. Click on_the Cart at the top of the screen.
21. Click on View Shopping Cart from the drop down option.
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Products Keyword, Part Number or X-Ref My Account
B C 44

Home = Shopping Cart

Shopping Cart (Contract: MA 758 PUNC1900000003)

' Fast Order Pad @

»  File Upload - Copy / Paste

Update Cart Show/Hide Line Det: Empty Cart m

Qty Image Description Qty/Pkg Ext Qty Price Total

Y 1/2"-13 x 1-1/4" ASTM F3125 Grade A325 Plain Finish Steel Structural Bolt Only—USA 1 1 Your Price: $0.3179 $0.32
! | d SKU: 19501

Remove Manufacturer: Fastenal Approved Vendor

Show Inventory Availability for my local Fastenal branch

& h 1/2"-13 x 4" ASTM F3125 Grade A325 Plain Finish Steel Structural Bolt Only—USA 1 1 Your Price: $0.73
SKU: 19510
Manufacturer: Fastenal Approved Vendor

1

Remove

Show Inventory Availability for my local Fastenal branch

Update Cart Add Cart To: | New Order Template

Copyright © 2019 Fastenal Company. All Rights Reserved

Total (USD): $1.06

| Francais

22. Click Check Out.

eQuotes €PO Requests Order Templates

; My Account 9 My Branch ! Itﬁly Cart

3844 Find a h
Home > Checkout
Order Confirmation
Qty Image Description Qty/Pkg Ext Qty Price Total
1 .' 1/2"-13 x 1-1/4" ASTM F3125 Grade A325 Plain Finish Steel Structural Bolt Only— 1 1 Your Price: $0.317¢ $0.32
UsA
SKU: 19501
Manufacturer: Fastenal Approved Vendor
1 & h 1/2"-13 x 4" ASTM F3125 Grade A325 Plain Finish Steel Structural Bolt Only-USA 1 1 Your Price: $0.7396 $0.74
SKU: 19510
Manufacturer: Fastenal Approved Vendor
Freight: $0.00
Total (USD): $1.06
Back To Cart Complete Checkout

English | Frangais

© 2019 Fastenal Company. All Rights Reserved.
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23. Click Complete Checkout.

24. You may see the White page telling you the PunchOut session has been successfully received or
you may be returned to eMARS and UR document is displayed. (Some users may have to
manually close the white page by clicking on the X in the top right corner. You will be returned to

eMARS and the UR document is displayed.
25. On the Header page of the UR, click Edit at the bottom left of the screen.

w

= List View
[N ARG ELI Contact | Extended Description | Addifional Information | Document Information | Reporting
Document Name: Shipping Location: 753003 3\
Billing Location: 753003 4|
Document Description: =
Delivery Date:
Requestor ID: 2 Accounting Profile: &
IssueriD:  HHWD004 & Total of Header Attachments: 0
Total of All Attachments: 0
D P =
Actual Amount: 51.06
PunchOut Order:
Ship/Bill To Lines | Load Accounting Profile | Re-PunchQut
Step 2: A ing Distributi Total Lines: 0 Line: none  Distribution %: none
Step 3: Commodity Group Total Lines: 1 Line: 1 Description: Requests for purchase from agreement: MA 758 PUNC1300000003
Step 4: Commodity Total Lines: 2 Line Number: 1 Commodity: 578 Quantity: 1.00000
Step 5: Accounting Total Lines: 0 Accounting Line: none  Line Amount: none
Step 6: Comparison Total Lines: 0 C ity: none  Vendor Name: none  Unit Price: none  Quantity: none
Step 7: Created Documents Total Lines: 0 Line: none Document ID: none
[4 Edt] [ Copy| [ Vaidate || F} Submit| [ Discard | 5 View PDF || & Print | | Processing= | [ Workdow~ | | File | | 3 Cluse

and DOA4.

STOP: There are 2 award documents that can be generated from the UR. They are the DO3

The DO3 has been designed to allow for payment by your Procard. To use this document and

method of payment, please follow these Steps 27 through 30. The DO3 will go to Final Status when

it is submitted, no approval is required.

To create a DO4, skip Steps 26-28 and go to Step 29.

26. To create a DO3, on the Header of the UR document, click on the Additional Information tab.

27. Enter your PCard ID in the field.

28. Click Save. The PCard Expiration date will infer. No Accounting is entered on the DO3. It will

assume the accounting from the Procard.

=(ZGI

57 of 160



eMARS Course 601 — General Procurement

eMAR

General Information | Contact | Extended Description |WEGIGOERL G uEHTLM | Document Information | Reporting
Shipping Method: | PCard ID: | #2520 AME|

Free On Board: 4| PCard Exp:
Delivery Type: -
Shipping Additional Info: -
Billing Additional Info: -

Tracking Humber:

CONTINUE on to the next step. The steps you perform now will be
the same as for completing for the DO3 and DO4.

29. On the Header of the UR, type in the Document Description. This is a reportable field and the
data you enter here will print as the Document Description when reports are run for this
document.

30. Add the Reguestor ID. This may be your id or it may be for another eMARS user.

w
— List View
FELEERD N EIGGE Contact | Extended Description | Additional Information | Document Information | Reporting

Document Name: Shipping Location: | 11293 &
Billing Location: | 11202 &
Document Description: | Bolts for maintenance -1l
- Delivery Date: iz
Requestor ID: [HHW000 |4 ‘ Accounting Profile: &
Issuer ID: | HHW000 & Total of Header Attachments: 0

Total of All Attachments: 0

It

Actual Amount: $391.88

PunchOut Order: [
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eMAR

31. Go to the Commodity Section and verify the items you selected for purchase are on the UR.

UniversalRequeﬂnr(UR]| Dept: 758 ID: 1900002830 Ver.: 1 Function: New Phase: Draft |j

=

From 1o 2 Total 2

CL Description: 1/2-13 x 1-1/4" ASTM F3125 ~ Vendor Customer Code: Ky0028496 &
Grade A325 Plain Finish Steel St v
3 Legal Name:
Commodity: | 572 &
Alias Name:
Stock Item Suffix: & Commadity Specs:
Warehouse:
Supplier Part Number: 19501 QI
3 Description: MISCELLANEOUS PRODUCTS
Line Type: | jiem (NOT OTHERWISE CLASSIFIED)
Quantity: 1.00000

Step 1: Header
Step 2: A ing Distributi Total Lines: 0 Line: none Distribution %: none
Step 3: C ity Group. Total Lines: 1 Line: 1 Description: Requesis for purchase from - MA 758 PUNC 1900000003
m i i ommodity: 578 Quantity: 1.00000 5
Line Number Commodity CL Description Quantity A
1 578 1/2°-13 x 1-1/4" ASTM F3125 Grade A325 Plain Finish Steel St 1.00000 Tiif
2 578 1/2"-13 x 4" ASTM F3125 Grade A325 Plain Finish Steel Struct 1.00000 ]

Show Lines: Gotoline:[ | Go|  Exportto CsV

= List View
[EENEEINDI N NEITO I Reference | Service Contract | Shipping/Billing | Specifications | Tolerance | Additional Information n

Ship/Bill From Header | Recalculate Accounting Line Amount

v

B3 save | 15 Undo | | [« nsert New Line | | B4 Edit with Grid |

Step 5: Accounting Total Lines: 0 ing Line: none  Line Amount: none
Step 6: Ci i Total Lines: 0 Ci ity: none  Vendor Name: none  Unit Price: none  Quantity: none
Step 7: Created Documents Total Lines: 0 Line: none Document ID: none

(3 Copy| |[ Vaiidate | | E4 submit| |G Discera |

32. Do not add accounting to the UR. It will be added to the DO4.
33. Validate the UR. Correct any errors and revalidate.
34. Click Submit once the UR validates successfully.

35. Click on Step 7 Created Documents in the Navigation panel. The UR went to final status and
generated the DO3 or DO4 when it was submitted.

(Nelcome, Connie Downey
ew All 1 of 1| @) Document submitted successfully

Universal Requestor(UR) | Dept: 758 ID: 1900002830 Ver.: 1 Function: New Phase: Final ‘j

= View PDF || & Frint || Processing= | | worktlow | | Fier | | E3 Ciose

MISCELLANEQUS A
2 PRODUCTS (NOT. B9 DO4.758. 1900000566 Draft Held No

From 1 to 2 Total: 2

Step 1: Header
Step 2: A ing Distributi Total Lines: 0 Line: none  Distribution %: none
Step 3: Commodity Group Total Lines: 1 Line: 1 Description: Requests for purchase from agreement: MA 758 PUNG1300000003
Step 4: Commodity Total Lines: 2 Line Number: 1 Commodity: 578 Quantity: 1.00000
Step 5: Accounting Total Lines: 0 Accounting Line: none  Line Amount: none
Step 6: Comparison Total Lines: 0 Commodity: none Vendor Name: none Unit Price: none  Quantity: none
reated Do ofal Lines: ine: Document ID: DO4, 758 1900000566 =
Line Description Document ID Phase Document Status Procurement Folder Deleted
MISCELLANEQUS A
1 PRODUCTS (NOT v D04.758. 1900000566 Draft Held No

Show Lines Gotoline:| | Go| | Exportio CSV

36. See the DO3 or DO4 document number. Click on the Document Link to open the document.

37. Click on Edit at the bottom of the screen. Clicking Edit allows you to add information to the DO
document. The DO4 is mostly complete at this time. We do have to add accounting to the DOA4.
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If you are NOT going to use Accounting Distribution (feature allowing accounting to be added to it
and then pushed out to all Commodity Lines), Click Insert New Line and go to Step 40.

38. Click on Accounting Distribution in the Navigation Panel. Since we have 2 lines, we will use this
to enter the accounting for the purchase. By using the Accounting Distribution and because we
are using the same accounting for both commaodity lines, we can complete this section and push
out the accounting string to both lines by using the Distribute Accounting Lines button.

39. Click on Insert New Line.

Line Distribution % Total % Modified

o 0.0000 No

From 1 to 1 Total: 1

LELE LGB Fund Accounting | Detail Accounting

|D|s|nbulmn %: | 100.00 | Debt ID: &

Total %:

Accounting Template: | ACTPL @ |

Modified: No

Required Fields Values
Distribution % 100
Accounting Template | Enter your Acct Template or your Funding information

40. Enter the Required Fields.
If not using an accounting template,
e Manually enter the Dept, Fund, Unit, Function and other accounting fields on the Fund and
Detail sections as your agency requires. Your Agency may have specific fields to be used.
e Click Validate.

41. Enter an accurate Object Code. Most accounting templates will not have an Object Code as this
will vary for each type of purchase.

Required Fields Values
Object Code Enter the correct Object Code

42. Click Save and the Distribute Accounting button will appear in the bottom left corner of the
screen.

43. Click Distribute Accounting to populate the accounting section for all Commodity Lines on the
DO4. Click Validate.

=(Z(]I

60 of 160



eMARS Course 601 — General Procurement

change the Event Type to PRO5 (encumbering).

NOTE: In eMARS 3.11, the PRO7 (non-encumbering) Event Type will infer on certain award type
documents. If you want to encumber the funding, you must manually go to each Accounting line and

General Information WALEEEINOUE Detail Accounting

Fund: & Object: £33 | 4h|

Sub Fund: & Sub Object: &
Department: @\ Revenue: l@l
Unit: @\ Sub Revenue: l@l

Sub Unit: 4 BSA: 2
Appr Unit: 4 Sub BSA: 4

0BSA:

Sub OBSA:

Dept Object:

& = [ =

Dept Revenue:

ﬁ‘ Save‘ | Undn| @i Insert New Line| E.\nseﬂtnp»&ﬂune‘ '_Fﬁ EdrtwnhGnd|

Distribute Accounting

44, Open each Commodity Line and look at the corresponding Accounting and/or Posting Line.

The accounting can be seen here.

: TR -

Line Function Credit Posting

POOS Encumbrance

1 Standard POOE Res Encumbrance

| General Information

Debit Posting Debit Posting Hame
Credit Posting Hame

Debit Amount
Credit Amount

$2,500.00
$2,500.00

B5 Tab Wiew

Run TimeMate: 0471852015
Record Date: 04/18/2015
Journal Posting: Posted
Budget Posting: Posted
Bank Account:
BSA Type Indicator:
OBSA Type Indicator: Equity

Debt ID:

Budget FY: 2016
Fiscal Year: 2016
Period: 1
Post Pair ID: 4
Line Amount: §2,500.00
Posting Amount: $2 500,00

Cloged Amount: $0.00

45, Validate the DO4. Check for errors, correct them if any, and validate again.
46. Submit the DO4. The DO4 will route through the Workflow your agency has set up for approvals.

NOTE: Only when the DO4 has been approved to Final, will the order be transmitted to the

PunchOut vendor. If you fax the order, mail the order, it may be duplicated.
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8- Requisition Process (RQS)

The Requisition process allows a user to create a formal request for goods or services that cannot be
fulfilled through an existing Master Agreement or that exceeds purchase spending limits for the agency.
For procurements that exceed an agency’s delegated authority or spending limit, a user must prepare a
Requisition (RQS) document in eMARS to describe the requirement, receive departmental approval,
and route to OPS/DECA/KYTC for subsequent processing.

Once a Requisition is received by the Central Buying Agency (OPS/DECA/KYTC), the document will be
assigned to a Buyer who will process the request and proceed through the Procurement Process to
procure the goods or services.

When processing an RQS document, it is encouraged that users not validate the document until after
the Commodity Lines have been established. This will ensure proper routing to a Central Agency.

NOTE: The SPR1 document will need to be processed prior to creating the RQS when your
purchase meets the criteria for expenditures considered strategic in nature or have an
enterprise impact.

The Process to complete a Requisition document is as follows:

Access the Procurement Workspace or Open the Document Catalog

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting
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Click Create Stand Alone Document, select Create Requisition and click Requisition (RQS) link.

Procurement
Sawve All
Close

Search for ltems on
Contract

Create Stand Alone
Documents

Create Requisition

Create Stand Alone
Sclicitaticn

Create Stand Alone
Awards

Enter Bid Responses
Receive Goods
Enter Vendor Invoice

Create Stand Alone
Payment

Werkload Management
Guick Links

Vendor Maintenance

Create Stand Alone Documents

Create stand alone documents when there is no prior document to reference. For use when you are creating a solicitation without a prior requisition, or
small purchase or special authority awards.

w» Create Requisition
Create a stand alone requisiticn for items that do not exist on contract.

Requisiticn (RQS)

b Create Stand Alone Solicitation

If you are oreating a solicitation that does not reference a prior requisition, select the appropriate document code

b Create 5tand Alone Awards
Stand Alone awards have no prior requisiticn or solicitation to reference. They are used for small purchase or special authority awards. Your ability to oreate certain documents

is determined by your department/unit codes.

OR

Click Create to change into Create mode

Document Catalog

ok

¥ Document ldentifier

Create

Code : pos A | Unit :

Dept. : 10 :

P User Information

b Document State

Browse Clear

Dpen Validate Submit Copy

Code Dept. Unit ID Comments WVersion Function

First Prav Mext Last

Menu

Phase 5tatus

Date User I Amount Active
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The Document Code will infer with RQS.

Document Catalog

Search ok

¥ Document Identifier

Code : pos £ |Unit : 777

—

|DE|:ItZZZ | D :

¥ Other Options

IAutu Numbering : |[» |
Create Template : [~

Create

Menu

Enter the document Department Code
Enter the document Unit Code

Select Auto Numbering

Click Create to generate the RQS document.

The document opens to the Header section.

Complete the required and optional information in the Requisition Header:

-
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Reporting

= List View
LNyl Contact | Extended Description | Additional Information | Default Shipping/Billing | Document Information
Record Date: | Accounting Profile: 4|
Document Name: Budget FY:
Fiscal Year:

Document Description:

Period:

Procurement Folder:

Procurement Type ID:

Procurement Type:

Total of All Attachments: g

Actual Amount: 30.00
Y| Closed Amount: 20.00
Closed Date:

Tracking Number: Open Amount: 50.00

Total of Header g Ref Amount: £0.00

Attachments:

The Record Date will infer when the Requisition is submitted to final. This displays when
the request has been recorded in eMARS. Please leave this field blank, as it will infer with
the correct values.

The Document Name is an optional field where additional information about the request
can be identified. This field will not print on the final document, but rather can be used of
internal information. This field will allow for 60 characters (optional).

The Document Description is required and will print on the final document. Users will want
to provide a brief description on the purpose of the request. This field will allow for 60
characters. The description is also searchable form various inquiries like the Procurement
Document Inquiry (PRCUDQOC).

The Procurement Type ID is an optional field used to ensure that the Request is routed to
the correct central buying agency. If a request is processed for the below goods or services,
a corresponding procurement type will be selected by either using the pick or type ahead
feature:

o Micrographics Equipment and Services Procurement,

o Vehicle Purchases,

o Computer Hardware, Software and Related Services Procurement or
o Shredding and Bailing Equipment Procurement.

The Budget FY, Fiscal Year and Period will infer when the Requisition is submitted to final.
The values defaulted will identify the current accounting Budget FY, Fiscal Year and Period
in which the document was submitted. Please leave these fields blank
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Open the Contact Tab:

General Information Extended Dezcription | Additional Information | Default Shipping/Biling || Document Information || Reporting
Issuer I10: 2 Team ID:
Requestor 10: 2 Buyer:
Name:

Phone Number:
Email:

Requesting Dept: 2 |

Complete the Requisition Contact section:

e The Issuer ID will default to the User ID of the creating User. If you are completing the
document on someone else’s behalf, then their User ID can be selected from the pick or by
using the Type Ahead feature (required).

e The Requestor ID identifies the user who is requesting the goods or services being ordered.
The User ID can be selected from the pick or by using the Type Ahead feature and will infer the
Name, Email and Phone Number of the individual User selected. (required).

Complete the Default Shipping/Billing section.

If the same Shipping and Billing information should be used on each line of the Requisition then
complete this section. When you are creating Commodity line items you may click on the Ship/Bill To
Lines to have this information automatically populated on each Commodity line (Optional).

Load Accounting Profile | Load Wendor List | Ship/Bill To Lines | FReset Buyer |

The Commodity Lines must be established prior to loading the Ship/Bill To Lines distribution.

b

= ListView
General Information | Contact | Extended Description | Additional Information |[RUSGEUIEIIOLETILLE Document Information | Reporting
Shipping Location: & | Billing Location: ﬁl
Shipping Method: I@I Billing Additional Info: -
Free On Board: Qu

Delivery Date: i
Delivery Type: -

Shipping Additional Info: -
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e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. A Shipping Location can be selected by using the Pick or by using the
Type Ahead feature (optional in Header).

e The Billing Location field is used to identify the Accounts Payable Office where the Vendor’s
Invoice should be mailed. A Billing Location can be selected by using the Pick or by using the
Type Ahead feature (optional in Header).

e The Delivery Date is used to identify that date in which the goods being ordered will need to be
delivered.

Including Document Comments for the Requisition:

If there are any additional details describing the nature of the request i.e. anticipated dates of service or
delivery, Users will need to add a document comment to the Requisition document. By adding a
document comment, the assigned buyer will ensure that the needs of the requesting department are
met. When a document comment is added to the RQS document, a flag is triggered on the document
for easy identification. The comment field will allow for 1500 characters.

lept: 752 ID: 1200000018  Ver: 1  Function: New  Phase: Draft || - |
ﬁ Add to Faveorites
1]
&' Page Help

[ Document Comments Eplishiion
General Information || Contact | § @ Document Attachments ration RS EI STl Document Infermation | Reporting
Shipping Location: %) Document History Billing Location: ﬁ.
O t Ref
Shipping Method: Goument ReterEnoes Billing Additional Info:
Document Future Triggering
Free On Board:

Document Forms

Delivery Date: e

Delivery Type: L

Shipping Additicnal Info:
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e Users can follow the steps below to record a document comment:

From the Header of the RQS document, open the Header Menu
Select Document Comments

Click Insert:

Identify a Subject and enter your Comment

Click Save

o O O O O

Document Comments

RQS - 758- 1300000012

Version DateTime User Phase Subject
First Prev Next Last

Save Paste  Search

Document Code :
Document Dept. Code :
Document 1D :

Version :

User :

Phase :

*Subject :

*Comment :

To return to the document users will need to select the Back link. Once on the Header, the document
comment flag will be viewable on the Header.

S5tandard Requisition{R@5)  Dept 758 1D 1300000018 Ver.: 1 Function: New  Phase: Draft hil -

i

Complete the Commodity Section:

The Commodity section of the Requisition is used to list all the distinct goods or services being
requested. The Commadity section of the RQS document determines how the document will be routed
to a central buying agency. The first commodity line of the document will need to identify the
commodity that is most relevant to the Requisition as a whole for buyer assignment.

Multiple Commodity lines can be established in the RQS document to identify all goods or services
desired.
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IS G nEILG N Reference | Shipping/Billing | Specifications | Tolerance || Additional Information ﬁ
CL Description: Accounting Profile: 4|

Fixed Asset: [
Commodity: 4 |
Inactive Line: [

Extended Description:
P Non-Reserved Funding

Open Amount Total:

ltem Sub Total:

Line Type: Itemn Total Amount:
Quantity: Closed Date:

Unit: i' Closed Amount:

Unit Price: Ref Amount:

List Price: Open Amount:
Contract Amount: Closed Quantity:
Service From: B Open Quantity:
Service To: /| Ref Quantity:
Number of Attachments: Closed Contract Amt:

Open Contract Amount:

Review the Required Commodity line item information. The Commodity Panel displays all Commodity
lines that are associated with the Requisition.

e The CL Description field is used to record a brief description of the good or service being
requested. This field will allow for 60 characters (required).

o The Commodity field is used to store the Commodity Code that most closely matches the item
or service being requested. This field is used primarily for classification purposes and buyer
assignment. (Required).

e The Extended Description is used to provide a detailed description of the Commaodity line.
Specific information pertaining to the Item or the order should be recorded in the 4000
characters allowed for this field. This field will print on the final document (required). To access
a larger text field, select Additional Extended Description from the Related Actions Menu.

Extended Description:

Ship/Bill From Header

Hen-Reserved Funding 30.00
Open Amount Total: Additicnal Extended Desoription

it with Grid Related Actions =

e The Line Type field is used to identify how the cost of the line will be established. Generally
speaking, goods will use the Line Type of Item and Services will use the Line Type of Service
(required).
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o Item- When the Line Type of Item is selected on a Requisition, a Unit and the Unit
Price will also be required. If an exact price is not known, then an estimated amount will
need to be entered.

o Service- The Line Type of Service will require the Contract Amount to be completed on
the RQS. Users will also be required to identify the Service To and Service From
dates. If the exact Contract Amount is not known, than an estimated amount will need to
be entered.

e The Accounting Profile field allows users to identify the Profile that will be used to distribute
the total amount of their commaodity line across multiple Accounting Templates. The Accounting
Profile is set up to identify a Distribution Percentage and will automatically generate the
accounting lines on the document when it is validated. This field should only be used when an
accounting distribution is needed (optional).

Complete the Shipping/Billing section:

General Information | Reference

LIS Specifications | Tolerance | Additional Information

Shipping Location: i Billing Location: ‘ﬁ‘l

Delivery Date: E

e The Shipping Location field is used to identify where the goods requested on the Requisition
will be delivered. A Shipping Location can be selected by using the Pick or by using the Type
Ahead feature (required).

e The Billing Location field is used to identify the Accounts Payable Office where the Vendor’s
Invoice should be mailed once the goods have been delivered. A Billing Location can be
selected by using the Pick or by using the Type Ahead feature (required).

o The Delivery Date is used to identify that date in which the goods being ordered will need to be
delivered. Users should also record their anticipated delivery date in a document comment.
The anticipated Delivery Date should also be included as a document comment.

Note: If the Default Shipping/Billing was entered on the Header, this section will be
populated with the same information if the Ship/Bill To Lines had been selected. If the
Default Shipping/Billing had not been entered in the Header, then it will need to be
recorded for each commaodity line.
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Complete the Accounting section:

The Accounting section identifies the funding source used for each of the Commodity lines in the
Requisition.

Note: Each Commodity Line will require an Accounting Line

eI R e El M| Fund Accounting | Detail Accounting

Ewvent Type:

Budget FY:

Accounting Template: Fiscal Year:

Line Description: Pericd:
Number of Attachments:

Line Closed Amount:

Line Amount: Line Closed Date:

Reserved Funding: Line Open Amount:

Roll Indication 1: [ Referenced Line Amount:

Rell Indication 2: [

e The Event Type is used to determine what posting codes will be used on the document. The
event type is required on each accounting line (required). The following event type can be
identified on the Requisition:

o PRO1- Request — Non Accounting

In 3.11, no pre-encumbrances will be established.

e The Accounting Template allows the user to enter a unigque template that will populate the
Fund and Detail Accounting elements. When the document is validated, the accounting line’s
Fund and Detail sections will populate with the template information. Any values entered by the
end user either before or after the template has been inferred will override any values from the

template (optional).

Note: Accounting Templates aren’t required on the document. The Fund and Detail Accounting
sections can be manually completed if no template is entered.

e The Line Description allows a brief description to be recorded to identify the additional
information on the accounting line. This field will allow for 100 characters, and does not print on

the final document (optional).
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e The Line Amount identifies the amount allocated to the accounting line. The sum of all
Accounting lines recorded for a single commodity line must equal the total of the Commaodity
line. The Line Amount will infer from the commodity line when the document is saved.

(required).

e The Budget FY, Fiscal Year and Period will infer when the Requisition is submitted to final.
The values defaulted will identify the current accounting Budget FY, Fiscal Year and Period in
which the document was submitted.

Fund and Detail Accounting section:

Accounting Line

From 0 to 0 Total 0

General Information TG EtTTT T

Fund:

Sub Fund:
Department:
Unit:

Sub Unit:

Appr Unit:

Line Amount Line Open Amount Line Closed Amount Referenced Line Amount Event Type
= ListView
Detail Accounting a

& Object: & OBSA: &
& Sub Object: a Sub OBSA: &
3| Revenue: Q| Dept Object: ﬁl
3| Sub Revenue: Q| Dept Revenue: ﬁl
| BSA: a

& Sub BSA: &

Accounting Line

From 0 to 0 Total: 0

Location:
Sub Location:
Activity:

Sub Activity:
Function:

Sub Function:

&
a
&
&

&

Line Amount

General Information | Fund Accounting [USETRYESOTTN]

Line Open Amount Line Clozed Amount Referenced Line Amount Event Type
= List View
Reporting: _@| Major Program:
Sub Reporting: 3| Program: 3,
Task: & Phase: 4|
Sub Task: 3| Program Period: £|
Task Order: il

The elements in the Fund and Detail Accounting sections will further identify the funding source that
will be used to establish final payment for each commodity. The elements in this section can be added
by the user, or will infer if an Accounting Template has been entered. Not all fields will be required, but
users will need to ensure that the correct values are entered.

=(ZGI

72 of 160



eMARS Course 601 — General Procurement

Complete the Free Form Vendor section (optional).

Free Form Vendors

Line Humber:

Vendor Hame:
Principal Contact:
Added Using:

Comments:

Address 1:
Address 2:
City:

State Code:

[

State:
Zip:

County Code:

[

County:

[

Country:

Telephone Humber:
Fax Humber:

Email Address:
Correspondence Type:

Business Types: g

The Free Form Vendor section is used to record a list of suggested Vendors who could provide the
goods or services defined in this Requisition (optional).

e The Vendor Name is the legally defined name of the company or individual represented by
this record (required).

e The Principal Contact identifies the main point of contact for the Vendor.
o Enter the Vendor's Address by entering the following:

o Address 1

o Address 2
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City

State Code
Zip
Country

O O O O

e The Telephone Number identifies the Phone number for the vendor.
e The Fax Number identifies the Fax number for the vendor.

e The Email Address is used to record an email address for the vendor. All email address
should following the email format of acb@123.com

e The Correspondence Type drop down list (e-mail, Postal Service, FAX) is used to identify
the Vendor's preferred method of receiving communication from the Commonwealth.
Depending on the selection in this field, different fields are required for the Free form
Vendor.

o E-mail - The Email Address field is required and all other fields are optional.
o FAX-The FAX number is required and all other fields are optional.

o Postal Service - Address 1, Principal Contact, State, and Zip are required and all
other fields are optional.

Note: The Commonwealth prefers to email vendors any notices for the posting of solicitations, in
which case the only required fields are the Vendor Name, email address, and correspondence
type of email necessary for the notification. The vendor’s “real” phone number is still required.

Including Attachments to your Requisition (optional):

Attachments may need to be included with your Requisition. Attachments should be made to the
Header of the RQS and will not print with the final document, but can be printed separately.

Header Attachments:

e The Header of the RQS will support all types of attachments i.e. .xml, .pdf. .xIs. Attachments
can be uploaded by accessing the Attachments under the File Menu. When attachments are
included to the RQS document, a Document Comment will need to placed on the document to
notify the Buyer of the attachment.

Once all the required or desired information has been included in the document, users will need to
Validate to check for errors. If there are associated errors with the document, they will be displayed on
the error panel. If there are multiple errors users can select the View All link to show all
errors/warnings/informational messages associated with the document.

If errors occur on the document, they will need to be corrected and the document will need to be re-
validated.
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Once the RQS is validated, it is encouraged to print the document prior to submission. Users can

follow the below steps to assemble their RQS

Click on the Print Button:

e Rl gyl Contact | Extended Description

Actual Amount: 20.00

Clesed Amount: 30.00
Closed Date:

Open Amount: 0.00

Ref Amount: 30.00

Total of Header Attachments:

Total of All Attachments:

Additional Infermation | Default Shipping/Biling || Document Informatien || Reporting
Document Hame: Accounting Profile: @
PCard ID: 4
Record Date: E
PCard Exp:
Budget FY:
Procurement Folder:
Fiscal Year:
Procurement Type 1D: 4
Period:
P it Type:
Document Description: rogurement lype
Tracking Humber:
Document Short Description: Warehouse: ﬁ

E‘ Save =y Undo Load Accounting Profile Load Vendor List | i@ Bill To Lines | Reset Buyer |
= R R o - R R -
jj Copy | ¥ Vvalidate | E§ Submit | Lx Discard | @ Print | Processing ™ | Wodkflow | File = | B Close |

The Print Page will open, and select Print.

Print

Print Qutput Type | eoe

Print Jeb| 5o Form

View Forms

View Forms Description

Frint |Cancel

W

Print Resource | pOF file generator W

Once a user has selected Print from the Print Page the system will begin the print process. Once the
print process has been submitted, eMARS will generate a PDF version of the RQS document that can
be found under the Document Forms.

From the RQS document select the Menu from the Document Information Bar:
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Standard Requisition(RQS)

Header

Accounting Distribution
Vendor

Commodity Group
Commodity

Accounting

Posting

Special Instructions

Free Form \Vendors

| Dept: 738 ID: 1300000042 Ver.: 1 Function: New Phase: Draft | =

Lo sl Wy Euly ) Contact | Extends

Reporting

Record Date:

Document Name:

Document Description:

ﬁ Add to Favorites
&) Page Help
() Document Comments
@ Document Attachments
@ Document History
Document References

Document Future Triggering

n | Default Shippina/Billing

I——i}

= List View

Document Information

Document Forms

Fiscal Year:

Period:

Accounting Profile:

Budget FY:

4|

=

The attachment can then be Viewed as an Adobe PDF and saved to your local PC and ultimately
attached to the corresponding procurement document.

View Forms

Browse Clear

Doc Dept : gz25

Description :

Doc Code : oS

# Refresh

Document ID : 1900000250

[

Status Description Doc Code Doc Dept Document ID File Hame

~ Pending RQS G25
First Prev Mext Last

1800000250  HHWOODD4_80548_RQS5_825_1800000250_1 View FOF

After successfully printing the Requisition, Users will be required to Submit the document to initiate

workflow for approval.

Note: Once an RQS document has been submitted to final, a Buyer Team will be assigned to the
document. The submitter of the Requisition will be required to view the buyer team assigned to
process the RQS document. The Buyer Team can be found in the Header of the RQS document
in the Contact tab. If the RQS document exceeds the agency’s spending limits, it needs to be
processed by a central buying agency. If the correct Team ID is not listed in the Header, this can
delay the processing of the request. The central buying office will need to be contacted so that
the RQS document can be updated with the correct Buyer Team.
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Extended Desoription || Additional Information | Default Shipping/Billing || Document Information | Reporting

Issuer [O:

* Team |D:

Buyer:

= =

Requestor [D:
Name:

Phone Number:
Email:

Requesting Dept: |
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Exercise 3— Create a Standard Requisition (ROS) document

Scenario

Your Department will

Task Overview

You will create a Requisition (RQS) from your Procurement Workspace. You will supply information for
suggested Vendors, and add a separate Commodity Line for both Canoes and

the Header, provide
Paddle Boats.

Procedures

purchase lighting for the new office.

1. Access your Document Catalog.

eMARS 3.9 UAT - Financial

Message Center
[ Search

Page Search

Document Catalog

infoAdvantage
History
Favorites

Administration

Document Catalog

R

w Document Identifier

Code: & Unit :

Dept. : ID:

b User Information

P Document State

Browse Clear

Open VMalidate Submit Copy

Code Dept. Unit ID Commentz Version Function Phase Status Date UserlID Amount Active
First Prev Mext Last

Menu

2. Click Createtoc

hange into Create mode.

3. Enter the following information:

Required Fields

Values

Document Code

Enter RQS

Dept. Enter Your Dept Number
Unit Enter Your Dept’s Unit

[
CcGl 78 of 160




eMARS Course 601 — General Procurement

4. Check Auto Numbering.
5. Click Create.

6. The RQS document opens to the Header page. NOTE: Do Not Validate the RQS until ALL the
commodity lines have been added. The line with the highest dollar amount should be the 1%
commodity line. These steps will ensure the RQS is correctly routed to Finance Office of
Procurement Services.

v

= List View
CELE GG ET I Contact | Extended Description | Additional Information | Default Shipping/Billing | Document Information | Reporting
Document Name: = Accounting Profile: £|
PCard 1D: 2|
Record Date: =
PCard Exp:
Budget FY:
Procurement Folder:
Fiscal Year:
Procurement T 1D: 4@
Period: ype 2
Document Description: - Procurement Type:
e Tracking Number:
Document Short Description: Viarehouse: q.|

e Total of Header Attachments: g

O A Total of All Attachments: g
Closed Date:
Open Amount: $0.00

Ref Amount: $0.00

7. Enter the required information in the Requisition Header:

Required Fields Values
Document Give a description of the item for purchase
Description

8. Open the Contact section:

General Information Extended Description | Additional Information | Default Shipping/Billing | Document Information

Repaorting

| lssuer ID: Team ID:

Buyer:

5| [

Requestor ID:

Hame:
Phone Humber:
Email:

Requesting Dept: ‘ﬂ|

=(ZGI

79 of 160



eMARS Course 601 — General Procurement

9.
10

Required Fields Values

Requestor ID Enter your ID or the ID of the appropriate purchaser.

Save the document to infer the Name, Phone Number and Email Address
. Complete the Default Shipping/Billing Section:

b

11.
12.
13.
14.
15.
16.
17.
18.
19.

= List View
General Information || Contact | Extended Description | Additional Information (EUEENIEMOGIINGE Document Information | Reporing
Shipping Location: 3- Billing Location: 3\
Shipping Method: I@u Billing Additional Info:
Free On Board: iu
Delivery Date: =
Delivery Type: -
Shipping Additional Info:
Required Fields Values

Shipping Location Enter Your Location Number or Search with the Pick List

Delivery Date Enter Date

Billing Location Enter Your Location Number or Search with the Pick List

Add a Document Comment to identify the anticipated Delivery Date
From the Document Information Bar, open the Menu

Select Document Comments

Click Insert

Enter: “Delivery Date” as the Subject

Enter the “expected date of delivery” in the Comments field.
Click Save

Click Back to return to the RQS

Click Commodity Section:

The Commodity section of the Requisition is used to list all distinct goods or services being requested.

Note: Do Not Validate the RQS until ALL the commodity lines have been entered. The commodity
line with the highest dollar amount should be the 1% line. Following these guidelines will route the
RQS to the Finance Office of Procurement Services for approval, if necessary.
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20. Click Insert New Line.

Complete the required fields for the General Information section for Commodity Line 1:

[N ET IRl Feference | Shipping/Billing | Specifications || Tolerance | Additional Infarmation
CL Description: Accounting Profile: ﬁl
Fixed Asset: [
|Commodit5r: ﬁ
Inactive Line: [
Extended Description: R
Open Amount Total:
Item Sub Total:
| Line Type: | Item Total Amount:
| Quantity: | Closed Date:
| Unit: il Closed Amount:
[unit Price: | Ref Amount:
List Price: Open Amount:
Contract Amount: Closed Quantity:
Service From: B Open Quantity:
Service To: = Ref Quantity:
Number of Closed Contract Amt:
Attachments:
Open Contract
Amount:
Required Fields Values
CL Description Enter Description of Purchase
Commodity Enter the Commodity Code (Select it from the Pick List) or from the Type
Ahead
Extended Enter more information about the purchase
Description
Line Type ITEM
Quantity # of ltems Requested
Unit EA or the correct Unit of Measure for your items
Unit Price Price Per Unit

21. Click Save to see the line amount for the Accounting Line.

22. Click on the Accounting section:

Complete the required information to create the Accounting Line for Commodity Line 1:
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23. Click Insert New Line

Fund Accounting || Detail Accounting
Event Type: 2 | Budget FY:

| Accounting Template: ﬁl Fiscal Year:

Period:
Line Description: *»

Humber of Attachments:

N Line Closed Amount: $0.00

Line Amount: Line Closed Date:
Reserved Funding: Mo - Line Open Amount: $12,000.00
Debt ID: 2. Referenced Line Amount: 30.00

Roll Indication 1: [~

Roll Indication 22 [

Complete the Required Fields in the Accounting section:

Required Fields Values

Event Type Let system infer PR0O2

Accounting Enter Your Dept’s Accounting Template or manually enter the accounting
Template elements (Fund, Dept, Unit, Function) for your purchase.

Line Description Enter Description

Line Amount Enter Amount

24. Open the Fund Accounting Tab:

Required Fields Values

Object Enter an appropriate Object Code

25. Return to the Commodity section and build a Second Commaodity Line:
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26. Click Insert New Line:

Enter the required information:

Required Fields Values

CL Description Enter Description of your Purchase

Commodity Enter the Commodity Code (Select it from the Pick List) or from the Type
Ahead

Extended Enter more information about the purchase

Description

Line Type ITEM

Quantity # of ltems Requested

Unit EA

Unit Price Price Per Unit

27. Click on the Accounting section to identify the Accounting elements for the Canoe Line.

28. Click Insert New Line and complete the following in the General Information tab

Required Fields

Values

Event Type Let system infer PRO1
Accounting Enter Your Dept’s Accounting Template or manually enter the accounting
Template elements (Fund, Dept, Unit, Function) for your purchase.

Line Description

Enter Description

Line Amount

Enter Amount

29. Open the Fund Accounting Tab:

Required Fields

Values

Object

Enter an appropriate Object Code
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30. Open the Free Form Vendor section:

Free Form Vendors

Line Humber:

Vendor Hame:

Principal Contact:

Added Using:

Comments:

Address 1:
Address &
City:

State Code: i |
State:
Zip:

County Code: i |
County:

Country: 4|

Telephone Number:

Fax Number:

Email Address=:

Correspondence Type: '

Business Types: il
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31. Select Insert New Line.

Required Fields

Values

Vendor Name

Enter Vendor Legal Name

Principal Contact

Enter Vendor’s Contact Name

Email Address

Enter Vendor’s email address

Correspondence
Type

Choose Email from DropDown List

32. Click Validate.

33. Select Submit to finalize the document.

NOTE: WORKFLOW

Once your document is submitted, it goes from Draft to Pending
Status. The document cannot be edited in Pending Status. Once in
Pending status, the document will route according to the Workflow
your department has set up for the approval process. Users that are
designated as “approvers” will have access to the Worklist(s) the
document is assigned. Approvers take the document to their own
Worklist for review and to apply the approval.

=(Z(]I

85 of 160




eMARS Course 601 — General Procurement

9 - Purchases Orders (PO)

A Purchase Order is an award document that is established under a department’s Small Purchasing
Authority or under a request for a special authority. A Purchase Order (PO) is a stand-alone award
document that is created without reference to another document. The PO is used for procuring goods.

On the Purchase Order, the user must select the correct combination of Procurement Type and Cited
Authority in order for the document to be processed and approved

The Process to complete a Purchase Order document is as follows:

Access your Procurement Workspace OR the Document Catalog

Procurement Accountz Payable Accountz Receivable Budget Cost Accounting

Click Create Stand Alone Document, select Create Stand Alone Awards and click Purchase
Order 3 Way Match (PO).

s
Create Stand Alone Documents

Create stand alone documents when there is no prior document to reference. For use when you are creating a solicitation without a prior requisition, or small purchase or special authority awards.
¥ Create Requisition

Create a stand alone requisition for items that do not exist on contract
Requisition (RQS)

» Create Stand Alone Solicitation

IT you are creating a solicitation that does not reference a prior requisition, select the appropriate document code.

= Create Stand Alone Awards

Stand Alone awards have no prior reguisition or solicitation to reference. They are used for small purchase or special authority awards. Your ability to create certain documents is determined by your department/unit codes.
Purchase Order (Goods/Services)

Central Contract - Goods/Services (CT)

Purchase Order - Real Property

Service Contract (Grants/MOA Exemptions/University
Proof of Necessity (FON2) Personal Service Contrac

Users will then be sent to the Document Catalog.

Click Create to change into Create mode.

Document Catalog

Create & [k
= Document ldentifier

Code:|pg ﬂ Unit :
Dept. : 10
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Enter your document Department Code and document Unit Code into their respective fields.

Click Auto Numbering check-box.

Click Create to create the PO document.

Search $k

= Document ldentifier
Code: pg ﬂ Unit : sy
Dept. : oo 0

= Other Options

Auto Numbering @ | [

Create Template : [~

Create

Menu

The document opens to the Header section.
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Complete the Header Section:

[N s R lanEV W Contract Details | Reference | Requestor Issuer Buyer | Modification | Extended Description | Default Shippina/Billing || Reporting

Fixed Asset Intent Reference | Document Information

Record Date: B Accounting Profile: ﬁ
Document Hame: Budget FY:
Fiscal Year:
Document Description:

Period:

Procurement Folder: Actual Amount: £0.00

Procurement Type ID: i Closed Amount: 50.00
Procurement Type: Closed Date:

Cited Authority: Open Amount: 30.00

= [

Open Accrual Amount: 20.00
Default Form:

Not to Exceed Amount: | 50.00
Total of Header 0
Attachments:

Total of All Attachments: 0

The following fields can be found in the General Information section:

o The Record Date will infer when the Purchase Order is submitted to final. This displays when
the order has been recorded in eMARS. Please leave this field blank as it will infer the correct
values.

e The Document Name is an optional field where additional information about the order can be
identified. This field will not print on the final order, but rather can be used of internal
information. This field will allow for 60 characters (optional).

e The Document Description is required and will print on the final Order. Users will want to
provide a brief description on the purpose of the Purchase Order. This field will allow for 60
characters. The description is also searchable form various inquiries like the Procurement
Document Inquiry (PRCUDOC) (required).

e The Procurement Type ID identifies the business process in which the Purchase order follows.
It is important that the correct Procurement Type is selected as it will effect what Cited
Authorities will be available for the document (required).

NOTE: Itis important to select the Procurement Type prior to selecting the Cited Authority, in order
to filter the choices to only those that are compatible.

o The Cited Authority represents the specific authority which enables a user to enter the specific
document for the amount specified on the document. Users will want to select the Pick to
identify a valid Cited Authority for the Procurement Type selected (required).
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e The Default Form identifies the specific form that is to be used when the Purchase Order is
printed or assembled. Users will want to ensure that the correct form is identified for the type of
document they are processing i.e. modification (required on modification).

e The Budget FY, Fiscal Year and Period will infer when the Purchase Order is submitted to
final. The values defaulted will identify the current accounting Budget FY, Fiscal Year and
Period in which the document was submitted.

Complete the Requestor/Issuer/Buyer Information:

General Information | Contract Details | Reference | AEENEI -0 Wodification || Extended Description | Default Shipping/Billing | Reporting

Fixed Asset Intent Reference | Document Infarmation

I Issuer ID: ﬁ' Buyer Team:
| Requestor ID: 3' Buyer:
Name:

Phone Number:
Email:

Requesting Dept: 4 |

e The Issuer ID will default to the User ID of the creating User. If you are completing the
document on someone else’s behalf, then their User ID can be selected from the pick or by
using the Type Ahead feature (required).

e The Requestor ID identifies the user who is requesting the goods or services being ordered.
The User ID can be selected from the pick or by using the Type Ahead feature and will infer the
Name, Email and Phone Number of the individual User selected. (required).

Complete the Default Shipping and Billing Location Information:

General Information | Contract Details | Reference | Requestor Issuer Buyer | Modification | Extended Description [EMEsUN&vvbHzTIITE Feporting | Fixed Asset Intent Reference

Document Information

= List View

Shipping Location: Billing Location: Q

B [

Free On Board:

e The Shipping Location field is used to identify where the goods requested on the Purchase
Order should be delivered. A Shipping Location can be selected by using the Pick or by using
the Type Ahead feature (optional in Header).

e The Billing Location field is used to identify the Accounts Payable Office where the Vendor’s
Invoice should be mailed. A Billing Location can be selected by using the Pick or by using the
Type Ahead feature (optional in Header).
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e The Delivery Date is used to identify that date in which the goods being ordered will need to be

delivered.

Note: When the Default Shipping/Billing is identified on the Header, the Ship/Bill To Lines must be
selected in the Related Actions Menu in order to distribute them to the commodity lines in the
document. The commodity lines must be established prior to selecting the Ship/Bill To Lines.

J

Ship/Bill To Lines

Load Accounting Profile
Aszzemble Document
Re=et Buver

Azzemble Request Activity

rFrocurement r

Related Actions -

Complete the Vendor Section.

The Vendor identified on the Purchase Order will identify the Vendor for whom the goods are being
ordered. Only a single registered vendor can be identified on a Purchase Order (PO).

Vendor Line
1
From 1 to 1 Total: 1

Vendor Customer

Legal Name

Line Amount Modified
$0.00 No

Show Lines: Gotoline:||[Go| | Exportto C8V

Vendor Preference Level:

‘Web Address http:/i:

Vendor Contact Email:
Fax:
Fax Extension:

Secondary Reason:

Modified:

= ListView
Vendor Customer: & | Vendor Contact ID: &+
Legal Name: Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
Address Code: 4
— Vendor Contact Phone Ext.:

No

e The Vendor Customer identifies the Vendor with whom the order will be placed. This value
can be entered using the Pick or the Type Ahead feature (required).
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e The Address Code identifies the Ordering/Procurement address for the Vendor. If multiple
addresses exist for the vendor, a different address code can be selected from the Pick
(required).

e The Vendor Contact ID corresponds to the Vendor Contact on the vendor record. If multiple
contacts exist, a different Vendor Contact Id can be selected from the Pick (required).

Complete the Commodity Section:

[NEIERN G LD Refersnce | Fixed Asset Intent Reference | Shippina/Billing | Specifications | Matching | Retainage | Tolerance | Discount | Worksites y <
CL Description: Accounting Profile: &
Accounting Template: &*
Warehouse: &
Fixed Asset: [
Commodity: i

Inactive Line: [
Extended Description:
Non-Reserved Funding Open
Amount Total:

Item Sub Total:

Supplier Part Number: 4+ Line Amount:
Line Type: ﬂ Closed Amount:
Open Amount:
Quantity:
Open Accrual Amount:
Unit:
3 Closed Quantity:
Unit Price: Open Quantity:
Discounted Unit Price: Closed Contract Amt:
List Price: Open Contract Amount:
Contract Amount:
Service From: m
Service To: s

Number of Attachments:

The Commodity Panel displays all Commodity lines that are associated with the Delivery Purchase.
Users will need to identify all necessary information pertaining to the purchased goods.

o The CL Description field is used to record a brief description of the good or service being
ordered. This field will print on all documents and is used on subsequent Procurement
Documents. This field is displayed in the grid area of the Commodity section in order to help
you identify which line you would like to inspect or modify. This field allows 60 characters
(required).

o The Commodity field is used to store the Commodity Code that most closely matches the item
or service being purchased. This field is used primarily for classification purposes and can be
selected from the Pick or the Type Ahead feature (required).

e The Extended Description is used to provide a detailed description of the Commodity line.
Specific information pertaining to the Item or the order should be recorded in the 4000
characters allowed for this field. This field will print on the final order (required). To access a
larger text field, select Extended Description from the Related Actions Menu.
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Note: Specific information pertaining to the order, and how it should be processed should be recorded
in the Extended Description field.

Extended Description:

Ship/Bill From Header
Extended Dezcription

The Line Type field is used to identify how the cost of the line will be established. Generally
speaking, goods will use the Line Type of Item and Services will use the Line Type of Service
(required).
o Item- When the Line Type of Item is used on the Commodity line of a Purchase Order,
the system will also require a Quantity, Unit and the Unit Price to also be entered.
Users will be required to identify the Quantity for the item selected.

o Service- The Line Type of Service, on a Purchase Order will require the Contract
Amount to be entered. Users will also be required to identify the Service To and
Service From dates. The Line Type of Service can also be used if the unit cost is not
known or is a lump sum cost.

The Accounting Profile field allows users to identify the Profile that will be used to distribute
the total amount of their commaodity line across multiple Accounting Templates. The Accounting
Profile is set up to identify a distribution Percentage and will automatically generate the
accounting lines on the document when it is validated. This field should only be used when an
accounting distribution is needed (optional).

The Accounting Template allows the user to enter a unique template that will populate their
accounting lines with specific chart of account elements. When the document is validated, the
accounting line associated with the commodity where an Accounting Template has been keyed
will populate with the template information. It is not necessary to identify the Accounting
Template in the Commodity section, as it can also be keyed on the Accounting Line (optional).

Complete the Shipping/Billing section:

General Information | Reference | Fixed Asset Intent Reference |iviisi=ililyv@ Specification | Matching | Retainage | Tolerance | Discount || Worksites

Shipping Location: 3' Billing Location: 2

—_

Delivery Date: =

The Shipping Location field is used to identify where the goods requested on the Purchase
Order should be delivered. A Shipping Location can be selected by using the Pick or by using
the Type Ahead feature (required).
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e The Billing Location field is used to identify the Accounts Payable Office where the Vendor’s
Invoice should be mailed. A Billing Location can be selected by using the Pick or by using the
Type Ahead feature (required).

e The Delivery Date is used to identify that date in which the goods being ordered will need to be
delivered. The delivery date should also be entered into the Extended Description field as well
as any other important Shipping/Billing related information, as this will print on the order being
sent to the Vendor.

Note: If the Default Shipping/Billing was entered on the Header, this section will be populated
with the same information if the Ship/Bill To Lines had been selected. If the Default
Shipping/Billing had not been entered in the Header, then it will need to be recorded for each
commodity line.

Complete the Accounting section:

The Accounting section identifies the funding source used to make payment on each of the Commodity
lines in the Purchase Order. If the Purchase Order has multiple Commodity Lines, each line will require
an Accounting Line.

Reference || Fixed Asset Intent Reference || Fund Accounting || Detail Accounting || Payment Details ﬂ
Event Type: .@ Budget FY:
Accounting Template: @ Fiscal Year:
Line Description: feno
Freight %:
Modified:
Line Amount: Number of Attachments:
Reserved Funding: Line Closed Amount:
Roll Indication 1: [ Line Closed Date:
Roll Indication 2: [ Line Open Amount:
Referenced Line Amount:
Outyear Adjustments Amount:
Obligation Amt Adjusted for
Outyear:
Related Accounting Line:

e The Event Type is used to determine what posting codes will be used on the document. The
event type is required on each accounting line (required). The following event types can be
identified on the Purchase Order

o PRO05- Order from External Vendor- the use of this event type will establish an
encumbrance for the identified funding source (default)

o PRO06- Order from Internal Vendor- this event type will infer for all Purchase Orders
marked with an Internal Vendor

o PRO07- Non-Accounting Order- this event type can be selected for all orders in which an
encumbrance is not desired.
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An encumbrance is defined as: The reservation of funds to be used for a specific
expense.

e The Accounting Template allows the user to enter a unique template that will populate the
Fund and Detail Accounting elements. When the document is validated, the accounting line’s
fund and detail sections will populate with the template information. Any values entered by the
user either before or after the template has been inferred will override any values from the
template (optional).

Note: Accounting Templates aren’t required on the document. The Fund and Detail Accounting
sections can be manually completed if no template is entered.

e The Line Description allows a brief description to be recorded to identify the additional
information on the accounting line. This field will allow for 100 characters, and does not print on
the final document (optional).

e The Line Amount identifies the amount allocated to the accounting line. The sum of all
Accounting lines recorded for a single commaodity line must equal the total of the Commodity
line (required).

e The Budget FY, Fiscal Year and Period will infer when the Purchase Order is submitted to
final. The values defaulted will identify the current accounting Budget FY, Fiscal Year and
Period.

Note: Users should only manually key the Budget FY, Fiscal Year and Period on documents
being processed for the upcoming Fiscal Year.

Fund and Detail Accounting section:

General Information | Reference | Fixed Asset Intent Reference Detail Accounting | Payment Details
Fund: & BSA: & Revenue: &
Department: i. Object: _@. Sub Revenue: 3.
Unit: 4 Sub Object: & Dept Revenue:; &
Dept Object: & Appr Unit: &
General Information | Reference | Fixed Asset Intent Reference | Fund Accounting Payment Details ﬂ
Function: & Activity: & Reporting: h A
Sub Function: 2. Sub Activity: 2‘ Sub Reporting: i.
Program: 2. Location: i\ Task: iu
Major Program: Sub Location: 2\ Sub Task: i.
Program Period: & Task Order: N
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The elements in the Fund and Detail Accounting sections will further identify the funding source that
will be used to establish the encumbrance or payment for each commodity. The elements in this
section can be added by the user, or infer if an Accounting Template has been entered. Not all fields
will be required, but users will need to ensure that the correct values are entered.

If more Commodity Lines are needed, repeat Steps beginning at Complete the Commaodity Section.
Complete the Terms and Conditions Section

The Terms and Conditions will require the user to identify the general requirements, rules,
specifications and standards that are to be a part of the contract. Terms and Conditions can be added
by selecting a pre-defined template, or by adding a free form document. All attachments found in the
Terms and Conditions section will be printed as part of the assembled Purchase Order.

A pre-defined template can be selected by using the T&C Pick. Once selected eMARS will add the
Terms attachment associated with the template. Agencies can prepare and request customized Terms
and Conditions to be loaded to the T&C table. Please contact the Finance Office of Procurement
Services for assistance.

Free Form Terms and Conditions can be added by selecting a Free Form template from the T&C
Pick. Users will then be required to Upload an XML attachment through the File Menu that contains all
the Terms for the Contract.

Note: A blank Free Form template is not acceptable.

General Information ﬂ

Tac: i Inc by:
Hame: Modified:
Section: T&C Attachment File
Hame:
Sequence:
Inactive Line: [
Details:

e The T&C Pick allows users to select a template form to be associated with the document.
Users can select a standard template, or select Free Form to add a unique attachment to the
document.

When creating your Free Form Terms & Conditions document please observe the following rules:
Do’s:

o Do set your top margin of your Word Document to 1.5
o Do save the document as a Microsoft Word .XML file.
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e Do add Supporting Documents when necessary. These documents must also be in
XML format, but they will appear below the Terms and Conditions when the document
is assembled. If multiple attachments are used, there will be a page break between
each attachment. If you insert a line accidentally, you need to delete it by using the
waste basket icon.

e Do use “Normal’ formatting for all text.

Do use “Grid” formatting for all tables.

e Do clear all formatting, and then reformat your bolding, bullets, and justifications if using
an existing document for the first time.

o Do select the “Free” Terms &Conditions, then delete the attached file and upload your
XML document. If you have inserted a link to a picture(s) in your document, you must
upload the picture file(s) after you have uploaded the .XML file.

¢ Do attach any type of document, regardless of file type in the Header section.

Don’ts

o Don’t use Section breaks — the assembly process stops at the first section break.

o Don’t use Page breaks — these are ignored in the assembly process.

e Don't use Track Changes.

e Don’t add Terms &Conditions to the Commodity T&C’s section — add to the Terms
and Conditions section only.
Don't insert blank lines in the Supporting Documents section.
e Don'tinsert objects directly into the document.

o Ifyou have a picture, you must insert as a link to the file.

Including Additional Attachments to your Purchase Order (optional):

Additional attachments may need to be included with your Purchase Order that are not Terms and
Conditions. eMARS will support attachments in two sections on the PO.

Header Attachments:

e The Header of the PO will support all types of attachments i.e. .xml, .pdf,. .xls. Attachments can
be uploaded by accessing the Attachments under the File Menu. Attachments made to the
Header of the Purchase Order will not print with the final document, but can be printed
separately and included with the order.

Supporting Documents section:
e Only Microsoft Word .xml documents are to be included, and will print with the final document.

Each attachment included in the Supporting documents section will require a line to be inserted
into the section and will be separated in the assembled document by a page break.
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Line Number File Name Description Publizhing Sequence Date

From 0 to 0 Total: O

File Name:

Description:
Publishing Sequence:
Date:

User ID:

Supporting Document
Description:

Inactive Line: [

Once all the required or desired information has been included in the document, users will need to
Validate to check for errors. If there are associated errors with the document, they will be displayed on
the error panel. If there are multiple errors users can select the View All link to show all
errors/warnings/informational messages associated with the document.

Once the PO has validated successfully, users will then need to Assemble the document. The
assembly of the document will generate an Adobe PDF version of the Purchase Order. Itis
encouraged that all Purchase Orders are assembled prior to submission. This allows users to review
the order that the vendor will receive. The assembly job should take 1-2 minutes. Users can follow the
below steps to assemble their PO:

To Assemble:
1 From the Header Section, select the Related Actions Menu
2 Select Assemble Document
3 Select the desired form that will be used to print the document. (If processing a
modification, the Mod form will need to be selected.
4 Select Submit Assemble Request (this will initiate the document assembly
process)
As the job is running, select the Refresh link to follow the job
Once the Assembly job completes successfully, the generated Adobe PDF document will need to be
viewed and downloaded.
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Click Back

To View or Download:
1 From the Header, select Attachments from the File Menu.
2 ldentify the attachment generated from the assembly process, and select

Download.
3 Click Back to return to the Document Header.

If any errors or document information is corrected or changed after the document has been assembled
the document will need to be re-assembled.

After successfully assembling the Purchase Order, Users will be required to Submit the document to
initiate workflow for approval.
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Exercise 4 — Create a Purchase Order (PO) for a Small Purchase Contract

Scenario

Your “department” needs to purchase trees for a state park. After obtaining the required quote you
decide to contract with a vendor to provide the goods.

Task Overview

You will create a new Purchase Order (PO) document from the Document Catalog to encumber funds
for the purchase. You will create the PO document, select the correct Procurement Type and Cited
Authority, select the Vendor, add one Commodity line, and enter Accounting lines.

Procedures

1. Access your Document Catalog.

2. Click Create to change into Create mode.

3. Enter the Document Code of PO, enter your document Department Code and document Unit
Code from your Student Card into their respective fields.

4. Check the Auto Numbering check-box.

5. Click Create.

The PO document opens to the Header page.
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6. Complete the required Header Information:

[N sl (o anEU M Contract Details | Reference | Requestor Issuer Buyer | Modification | Extended Description || Default Shipping/Billing | Reporting

Fixed Asset Intent Reference || Document Information

Record Date: B Accounting Profile: 4|
Document Hame: Budget FY:
Fizcal Year:

Document Description:
Period:

Procurement Folder: Actual Amount: 20.00

|ProcurementT1,rpelD: ‘&l Closed Amount: 50.00

Closed Date:
Procurement Type:
Open Amount: S0.00

| Cited Authority: 3|
Open Accrual Amount: £0.00
Default Form: il
Not to Exceed Amount: =q.00
Total of Header 0
Attachments:
Total of All Attachments: 0
Required Fields Values
Document Description | Enter the Description of the Purchase
Procurement Type Choose an Appropriate Procurement Type Goods)
Cited Authority Choose an Appropriate Cited Authority

7. Complete the Requestor Issuer Buyer section. The Name, eMail and Phone Number will infer
when the document is saved or validated.

General Information | Contract Details | Reference [ELIEWIEENEI: NN Modification | Extended Description | Default Shipping/Billing | Reporting | Fixed Asset Intent Reference

Document Information

| Issuer ID: _@ll Buyer Team:
| Requestor ID; @u | Buyer:
Hame:

Phone Humber:

Email:
Requesting Dept: Qu
Required Fields Values
Requestor ID Enter your ID or the Purchaser’s ID
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8. Complete the Default Shipping/Billing Section.

General Information | Contract Details | Reference | Requestor lssuer Buyer | Modification | Extended Description | ENIS Ty isiiifvl Reporting

Fixed Asset Intent Reference | Document Information

Shipping Location: il Billing Location: 4

Delivery Date: |

Required Fields | Values

Shipping Enter Your Location Number or Search with the Pick List
Location

Billing Location | Enter Your Location Number or Search with the Pick List
Delivery Date Enter Date

Note: The full address will infer when the document is saved.

9. Complete the Vendor section:

Vendor Line Vendor Customer Legal Hame Line Amount Modified
1 $0.00 No
From 1 to 1 Total: 1 Go to line: Go
= List View
VCUG | Discount g
|‘.'endor Customer: ﬁl Vendor Contact ID: k|
Legal Hame: Vendor Contact Name:
Alias/DBA: Vendor Contact
Phone:
Address Code: 4|

Vendor Contact Phone
Ext.
Vendor Contact Email:
Fax:
Fax Extension:
Web Address httpa/!:

=(ZGI

101 of 160



eMARS Course 601 — General Procurement

Required Fields

Values

Vendor Customer

Enter a Vendor Code or Select one from the Vendor Customer
Pick List.

Note: The Vendor information will infer when the document is saved.

10. Complete the Commodity section.

11. Click Insert New Line.

T DESTIPIOTT

Warehouse:
Commodity:

Extended Description:

Supplier Part Number:
Line Type:

Quantity:

Unit:

Unit Price:

List Price:

lDiscounted Unit Price:

[24 Insert New Line | | [Gq Insert Copied Line | | E4 Edit with Grid

A UPTOTITET

[

Accounting Template: &

Fixed Asset: [

[ [

Inactive Line: []

Non-Reserved Funding Open
Amount Total:

Item Sub Total:

Line Amount:

1G4

Closed Amount:

Open Amount:

Open Accrual Amount:
Closed Quantity:
Open Quantity:
Closed Contract Amt:

Open Contract Amount:

v

Related Actions=

12. Complete the required fields for the General Information section.

Required Fields Values

CL Description Enter the Description for the Purchase

Commodity Choose an Appropriate Commodity Code or Serach with the Pick List
Extended Enter more Detailed Information for the Purchase

Description

Line Type Iltem

Quantity Enter the Quantity to be Purchased

Unit Choose the Unit of Measure

Unit Price Enter the Price Per Unit

13. Open the Shipping/ Billing information section.
14. Click the Ship/Bill From Lines link in the Related Actions Menu.
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Selecting the Ship/Bill From Header will infer the Shipping/Billing Codes keyed in the Default Shipping
and Billing on the Header of the PO

Fixed Asset Intent Reference (il Specification | Matching | Retainage || Tolerance | Discount || Worksites

Reference

General Information

Billing Location:

Shipping Location:

Delivery Date:

| i

=

Load Tand C

Ship/Bill From Header

Extended Description L

ﬁ Save | =% Undo | E::-i Inzert New Line | Eq Insert Copied Line | B4 Edit with Grid Related Actionz :
L R [

15. Click on the Accounting section:

Line Line Amount Line Open Amount Line Closed Amount Referenced Line Amount Event Type

From 0 to 0 Total: 0

= List View

Fixed Asset Intent Reference | Fund Accounting | Detail Accounting || Payment Details

Reference

Event Type: fin Budget FY:
Accounting Template: E‘ Fiscal Year:
Line Description: Period:
Freight %a:

Modified:

Line Amount: Number of
Attachments:

Reserved Funding:
Line Closed Amount:

Roll Indication 1: [
Line Closed Date:

Roll Indication 2: [
Line Open Amount:

Referenced Line
Amount:

E=:-1 Insert New Line | E« Insert Copied Ling |

B4 Edit with Grid |

S

Validate| 3 Suhm'rt|

[ Copy |

Dizcard |

@ Print | Processing = | | Workflow "| FilE"| E Closs |
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16. Click Insert New Line.
Enter in the following in the required fields:

Required Fields Values

Event Type PRO5 will automatically infer. PRO5 is for Encumbering and PRO7 is for
Non-Encumbering. The Pick list can be used to choose

Accounting Enter Your Accounting Template for your Dept or Search using the Pick

Template List

Line Description

Enter the Purchase Description

Line Amount

Enter the Total Line Amount for the Commodity Line

17. Open the Fund Accounting Tab:
Enter the following:

Required Fields Values

Object

Enter an Appropriate Object Code

18. Open the Terms and Conditions:
19. Click Insert New Line.

20. Select OPS01 from the Pick.

21. Validate to see the Terms and Conditions information infer into the document.

Section T&C Name Date Inc by
W1 OPSD1 0411212018 Dy full text No
From 1 to 1 Total: 1

Modified
Small Purchase Boilerplate

General Information

T&C Attachment File Name
SMALL PURCHASE BOILERPLATE XML No

Inactive Line
]

Show Lines: Go Ioline.l:lﬂ Export to CSV

T&C: 0PSOt |4
Name: | Small Purchase Boilerpla
Section: 1
Sequence:
Required?: Optional
T&C Last Updated Date: 04/12/2018

Inc by: | by full text ﬂ

Modified: No
Details:

Inactive Line: [

Note: You can choose from a general Terms and Conditions that has been loaded to the table. Or, your
agency may have requested that specific ones be added for your use. Some are to be downloaded,
edited, saved to your desktop and uploaded to a Free Form template.
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22. To view the attachment associated with the OPS01 T&C, click File in the bottom right of the screen.
23. Select Attachments to Download the attachment associated with the OPS01 T&C.

24. Click Open or Save to see the attachment.

25. Click the X in the top right corner to close it.

e
Attachments
%

File Name Type Date User D  Primary 5State

-+ Small Purchase Boilerplate.xml Docurment XML 3/31/118 HHWOD04 Mew
First Prev Mext Last

Upload Search Download Delete Restore
File Mame : Small Purchasze Boilerplate xml Description :
TyPe : Document XML
Date - 2/31/19
User ID : HHWODD4
Primary State : pew

Return to Document
Wiew Attachment History

26. Click Return to Document to return to the PO.
27. Assemble the document.

The assembly of the document will generate an Adobe PDF version of the Delivery Order. The
assembly job should take 1-2 minutes.

Follow the below steps to Assemble the PO:

To Assemble:
1 From the Header Section, select the Related Actions Menu
2 Select Assemble Document
3 Select the desired form that will be used to print the document. (If processing a
modification, the Mod form will need to be selected.
4 Select Submit Assemble Request (this will initiate the document assembly
process)

As the job is running, select the Refresh link to follow the job. See a Successful or Failed result.

Once the Assembly job completes successfully, the generated Adobe PDF document will need to be
viewed and downloaded.

=(Z(]I

105 of 160



eMARS Course 601 — General Procurement

28. Click Back.

To View or Download:
1 From the Header, select Attachments from the File Menu.
2 ldentify the attachment generated from the assembly process, and select
Download.
3 Click the X in the top right corner to close it.

29. Click Return to Document to return to the PO
30. Submit the document to initiate workflow for approval.

31. Write down the Purchase Order Document ID for future use.

NOTE: WORKFLOW

Once your document is submitted, it goes from Draft to Pending
Status. The document cannot be edited in Pending Status. Once in
Pending status, the document will route according to the Workflow
your department has set up for the approval process. Users that are
designated as “approvers” will have access to the Worklist(s) the
document is assigned. Approvers take the document to their own
Worklist for review and to apply the approval.
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10— Small Purchase —Non Professional Services (SC)

Small Purchase — Non Professional Services (SC) Overview

Task Overview

In eMARS 3.11 the PO2 document has been replaced by the SC document. For situations where
agencies seek services that are non-professional in nature and are less than $20,000, agencies must

obtain quotes and award a contract using select documents in eMARS.

will involve regularly scheduled payments must have a SC established.

Any contract for services that

The Cited Authority will determine if a SC document will be the award document required. The chart
below is a guide to determining if the agency’s purchase mandates the use of the new SC.

Cited Authority

Agency

KRS177.035 Cost of relocation of publicly-owned equipment

Department of Highways

KRS177.280 Agreements of Local Government Units

Department of Highways

KRS277.065 Railway Grade Crossing Maintenance payments

Department f Highways

KRS39A.030 Grant Activity — Div of Emergency Management

Department of Military Affairs

EMW-2017-SS-00016-FFY2017 Homeland Security Grant Program

Office of Homeland Security

KRS 65.7631(2) CMRS Grant Funds

Office of Homeland Security

KRS177.280 Agreements of Local Governments Units Various
KRS45A.690(1)(D)11 Other Agreements — Not MOA Various
KRS45A.690(1)(D)4 University Agreements — Not MOA Various
KRS45A.690(1)(D)7 Nonfinancial Agreements Various

The process for establishing a Non-Professional Service based contract is outlined below:

e Agencies must first develop terms and conditions for soliciting quotes and provide the same to
all vendors solicited. A template for Informal Solicitation for Nonprofessional Services can be

found in terms and conditions (See Appendix).

e If your anticipated requirement is less than $5000, one quote is required. If it is between $5000
and $20,000, solicit 3 quotes or post to the web via an eMARS Request for Quotation (RFQ).

e All quotes must be recorded using the Solicitation Response Wizard (SRW).

e An Evaluation (EV) document must then be created to tabulate and evaluate all responses and

provide justification of the award.
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e Agencies will then create a SC as the award document from the Evaluation (EV). The SC will
route to the Office of Procurement Services for approval. The SC will need to contain the
following:

o Terms and Conditions- Terms and Conditions will need to be incorporated into the SC
via the “NPSVCS2” template found in the Terms and Conditions section.

o Reference FAP-111-55-00-06 as the cited authority and use Procurement Type 16- Non-
professional services in the Header of the SC.

o Attach the Determination and Finding (D&F) or justification for the award to the Header
of the SC document. The D&F should include the document number, the vendors that
responded to the RFQ, their pricing, the reasons for making the award, and the buyer’s
name.

Prior to expiration of this SC, the agency should re-evaluate their needs and make any necessary
changes. If renewing the agency can submit a modification to the SC reflecting any changes for the
next contract period (12 months) and submit for approval. Should a new contract be needed, repeat
the processing beginning with Step 1 above and submit for approval. Please note that if the vendor
requests a price increase that causes the total amount of the contract for that year to exceed $20,000,
the contract must be re-bid on a competitive basis.

Further explanation on how to process a Solicitation, SRW and EV document can be found in the
Personal Service Contracting Manual. This manual can be found on the following site:
http://finance.ky.gov/services/statewideacct/Pages/crctrainingandassistance.aspx

=(Z(]I

108 of 160


http://finance.ky.gov/services/statewideacct/Pages/crctrainingandassistance.aspx

eMARS Course 601 — General Procurement

Exercise 5 — Create a Service Contract (SC) for a Small Purchase Contract

Scenario

Your “department” will set up a Service Contract (SC). The SC will be created to disburse the funds to
the Entity by copying forward to a PRC.

Task Overview

You will create a new Service Contract (SC) document from the Document Catalog. You will create
the SC document, select the correct Procurement Type and Cited Authority, select the Vendor, add
the needed Commodity line(s), and enter Accounting line(s).

Procedures

1. Access your Document Catalog.

Click Create to change into Create mode.

Enter the Document Code of SC, enter your document Department Code and document Unit
Code into their respective fields.

4. Check the Auto Numbering check-box.
5. Click Create.

Jump to 3\@ @Home ésPe'sona\ize @Accessihlw [ﬂﬂ

Procurement | Budgeting | Accounts Receivable | Accounts Payable | Cost Accounting

Document Catalog
Search sk
¥ Document Identifier
Code : g g Unit 2 \UNIT
Dept.: 758 ID:

w Other Options

Auto Numbering : [
Create Template :[_|

Create

Menu
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6. The SC document opens to the Header page. Complete the required Header Information:

Required Values

Fields

Document Enter the Description of the Purchase
Description

Procurement Choose an Appropriate Procurement Type
Type

Cited Authority | Choose an Appropriate Cited Authority

Always leave the Budget FY, Fiscal Year and Period field blank as the system will infer them.
There are a few exceptions when users are preparing new year contracts in eMARS, WHEN the
application is not going through an upgrade.

7. Complete the Requestor Issuer Buyer section. The Name, eMail and Phone Number will
infer when the document is saved or validated.

General Information | Contract Details | Reference REHNEIGIAENEIGSINVEIE Modification | Extended Description | Default Shipping/Billing | Reporting | Fixed Asset Intent Reference

Document Information

Issuer ID: | HHWD0D4 & Buyer Team:

Connie Downey Buyer:

502-564-9641
Connie.Downey@ky.gov
Requestor 1D: & ——

Name:

Phone Number:

Email:
Requesting Dept: &
Required Fields Values
Requestor ID Enter your ID or the Purchaser’s ID
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8. Complete the Default Shipping/Billing Section.

General Information | Contract Details | Reference | Requestor Issuer Buyer | Modification || Extended Description IENIESTWLIGLTINGE Reporting | Fixed Asset Intent Reference

Document Information

Shipping Location: Q| <+ e Billing Location: QI
Shipping Method: & Billing Additional Info:
Free On Board: &
Delivery Date: iasu
Delivery Type: ﬂ

Shipping Additional Info:

Required Fields | Values

Shipping Enter Your Location Number or Search with the Pick List
Location

Billing Location | Enter Your Location Number or Search with the Pick List

Delivery Date Enter Date (Do not put the date too far ahead. This will affect the date the
payment can be made.)

Note: The full address will infer when the document is saved.

9. Complete the Vendor section. Click Insert New Line. Use the Pick List to choose a vendor or
type in the existing Vendor Code.

Ine:_1_ Vendor Customer; k0018352 _ Legal Name: __ Line Amount; $0.00

Vendor Line Vendor Customer Legal Name Line Amount Modified
1 KY0018352 $0.00 Mo
From 1 to 1 Total: 1 Show Lines: Gotwline| | Go||

Vendor Customer: || & <+ Vendor Contact ID: &
Legal Name: Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
Address Code: ﬁl Vendor Contact Phone Ext.:

Web Address http://: Vendor Contact Email:

Fax:

Fax Extension:
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Required Fields Values
Vendor Customer Enter a Vendor Code or Select one from the Vendor Customer
Pick List.

Note: The Vendor information will infer when the document is saved.

10. Complete the Commodity section. Click Insert New Line.

Line CL Description Line Amount Modified ~

From O to 0 Tatal: 0 Show Lines: Export to CSV

= List View
(e EIGTRI Gl  EL L | Reference | Fixed Asset Intent Reference | Shipping/Billing | Specifications | Matching | Retainage | Tolerance | Discount | Worksites n

—|
CL Description: Accounting Profile: 3\
Accounting Template: &
Commodity: _g|
Inactive Line: [_]
Extended Description:

Non-Reserved Funding Open

Amount Total:

Item Sub Total:

Line Type: Line Amount:

Quantity: Closed Amount:

s 2 Open Amount:

Open Accrual Amount:

Unit Price:

Closed Quantity:

Discounted Unit Price: Open Quantity:

List Price: Closed Contract Amt:

Contract Amount: Open Contract Amount:
ey O Number of Attachments: v

[+ Insert New Line | | [534 Insert Copied Line | | B4 Editwith Grid | Related Actions~

[ Copy| [y vaidate | Ff Submit| |G Discard | wn View POF | &) Print | | Processing= | | workfiow | | Filex | | 3 Close |
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LI G O ELULGL Reference | Fixed Asset Intent Reference | Shipping/Billing | Specifications | Mafching || Retainage | Tolerance | Discount | Worksites

CL Description: ' Accounting Profile: £|
Accounting Template: 4|
Commodity: & 44— —
Inactive Line: [
Extended Description:
MNon-Reserved Funding Open
= Amount Total:
Item Sub Total:
Line Type: ﬂ a— Line Amount:
Quantity: Closed Amount:
Unit: @ Open Amount:
Open Accrual Amount:
Unit Price:
Closed Quantity:
Discounted Unit Price: Open Quantity:
List Price: Closed Contract Amt:
Contract Amount: — Open Contract Amount:
service From: ] Number of Attachments:
Service To: | <+
Required Fields | Values
CL Description Enter the Description for the Purchase
Commodity Choose an Appropriate Commodity Code or Search with the Pick List
Extended Enter more Detailed Information for the Service to be provided
Description
Line Type Service
Contract Amount Enter the Amount
Service From Date Contract Begins
Service To Date Contract Ends

12. Open the Shipping/ Billing information section.

13. Click the Ship/Bill From Lines link in the Related Actions Menu. This is found in the bottom
right corner of the screen.

14. Selecting the Ship/Bill From Header will infer the Shipping/Billing Codes keyed in the Default
Shipping and Billing on the Header of the SC.
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Shipping/Billing

Shipping Location:

Delivery Date:

_._‘ Billing Location:

15. Click on the Accounting section. Click Insert New Line.

Line
(1]
From 1 to 1 Total: 1

—ACCO U0}

= Savel = Undol

Line Amount

Line Open Amount

Line Closed Amount

General Information Reference Fixed Asset Intent Reference Fund Accounting Detail Accounting Payment Details

Referenced Line Amount

Show Lines: | 10

Event Type:

Accounting Template: | |

Line Description:

Line Amount:

Reserved Funding:

Roll Indication 1: []

Roll Indication 2: []

]

[=4 Insert New Line | |E.. Insert Copied Line

2 -—

A —

E& Edit with Grid

Budget FY:

Fiscal Year:

Period:

Freight %:

Modified:

Number of Attachments:
Line Closed Amount:

Line Closed Date:

Line Open Amount:
Referenced Line Amount:
Qutyear Adjustiments Amount:

Obligation Amt Adjusted for
Outyear:

Related Accounting Line:

No

[=]

16. Enter in the following in the required fields:

Required Fields

Values

Event Type PRO5 will automatically infer. PRO5 is for Encumbering and PRO7 is for
Non-Encumbering. The Pick list can be used to choose your agency’s
preference.

Accounting Enter Your Accounting Template for your Dept or Search using the Pick

Template List

Line Description

Enter the Purchase Description

Line Amount

Enter the Total Line Amount for the Commodity Line

17. Open the Fund Accounting Tab. Enter the following.

Required Fields

Values

Object

Enter an Appropriate Object Code
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eMAR

18. Open the Terms and Conditions:

Section T&C Name Date Inc by Modified T&C Attachment File Name

From 0 to 0 Total: 0

o

General Information

T&C: 2 — Inc by:
Name: Modified:
Section: Details:
Sequence:
Required?: Inactive Line: |:|
T&C Last Updated Date:

!

=4 Insert New Line | | [&3 Insert Copied Line | | 4 Edit with Gnd |

19. Click Insert New Line. Select FREE FORM from the Pick List.

20. Selecting Free Form and Free Form 2 allows you to upload a customized Word .xml specifically
for your purchase.
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Section Ta&C Name Date Inc by Modified T&C Attachment File Name Inactive Line
1 FREE by full text No

No By @
From 1 to 1 Total: 1 Show Lines Gotoline:[ | Go| EportloCsV

General Information ¥ |

Tac:[FREE | B €—— Incby: by fulltext [w|
Name: Modified: No
Section: 1 Delals:
Sequence:
Required?: Inactive Line: [ | v
T&C Last Updated Date:

G Archive
|& SendPage

[ Save |[ 5 Unco | |[Z4InsertNewLine || [ Inser Capied Line | | 4 Edit with Grid [g Download Document
& Attachments

21. To load the customized Terms and Condtions that is save on your Desktop PC, on File in the
bottom right corner and select Attachments. You will see the Free Form that inferred from the
T&C table, but it is blank.

22. Click on Upload.
23. Click on Browse to find the file of your Terms and Conditions on your Desktop PC.
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Upload Attachment

Click the 'Browse' link to select a file or you can also drag and drop files on the page.Click 'Upload’ or "Cancel' when you have finished.
Browse

Description :

Attachment Type : po, ment xviL v

Select All With selected : Apply Description Apply Attachment Type Clear Description Remove

File Name Description Attachment Type

[] Terms and Conditions - xm Aftachment Description Document XML -

Total Mumber of Files selected: 1
UUpload Cancel

24. Once you locate the file, highlight it. Click on Open.

25. Click on Upload again. The file name and type will appear below.

26. Click on Done.

27. The blank FREE FORM line has to be deleted. Highlight the Free Form.
28. The blank FREE FORM line has to be deleted. Highlight the Free Form.

29. Click Delete. Only your customized Terms and Conditions will remain and will assemble with
the SC document form. To view the file, click on Download.

30. Click on Return to Document.

Note: When the document is saved, the Name, and T&C Attachment File Name will infer. You can
choose from a general Terms and Conditions that has been loaded to the table. Or, your agency may
have requested that specific ones be added for your use. Some attachments are to be downloaded,
edited, saved to your desktop and uploaded to a Free Form template.

31. Users can view the attachment to any section, by opening the document section that holds the
attached file. Click File in the bottom right corner.

32. Select Attachments to Download the attachment associated with the T&C.

33. Click Open or Save to see the attachment.
34. Click the X in the top right corner to close it.
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File Name Type Date UserID Primary State

« Temms and Conditions -xml Document XML 41918  HHW0004 New
First Prev Mext Last

pload Search Download Deleiz Restore

File Name ;

Type :
Date :

User ID

Terms and Conditions - xm| Description :
Document XML
41818

» HHWDOD4
Primary State :

Mew

Return to Document

Wiew Attachment History

35. Click Return to Document to return to the SC. Next the award document has to be
Assembled.

The assembly of the document will generate an Adobe PDF version of the Service Contract. The
assembly job should take 1-2 minutes.

Follow the below steps to Assemble the SC:

To Assemble:

From the Header Section, select the Related Actions Menu

Select Assemble Document

Select the desired form that will be used to print the document. (If processing a
modification, the Mod form will need to be selected.

Select Submit Assemble Request (this will initiate the document assembly
process)

As the job is running, select the Refresh link to follow the job. See a Successful or Failed result.

Once the Assembly job completes successfully, the generated Adobe PDF document will need to be
viewed and downloaded.

Click Back.
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To View or Download:
From the Header, select Attachments from the File Menu.
Identify the attachment generated from the assembly process, and select

Download.

Click the X in the top right corner to close it.
Click Return to Document to return to the SC
Submit the document to initiate workflow for approval.
Write down the Purchase Order Document ID for future use.

NOTE: WORKFLOW

Once your document is submitted, it goes from Draft to Pending
Status. The document cannot be edited in Pending Status. Once in
Pending status, the document will route according to the Workflow
your department has set up for the approval process. Users that are
designated as “approvers” will have access to the Worklist(s) the
document is assigned. Approvers take the document to their own
Worklist for review and to apply the approval.
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11 — Receiver (RC)

The receiver process allows a user to identify the physical position of goods ordered and received. The
Receiving document is not required, as it only documents that the order has been received. The
Receiver document is not responsible for issuing payment for the ordered goods. A Payment Request
(PRC) document will need to be created against the award document to issue payment.

o Department staff will use the Receiving Search (RCSRCH) page to select the Award document
(e.g., Purchase Order/Contract/Delivery Order) and item lines to be received.

e A Receiver (RC) document is automatically generated referencing the award. Department staff
submits the receipt.

e Users can attach a file (such as the scanned packing slip) to the Receiver (RC) as needed.
o The Receiver (RC) does not require additional approvals. The submitter is the only approver.

The process to record a Receiver (RC) is as follows:

Access the_Search (RCSRCH) page by clicking on Home, and click on Search in the Secondary
Navigation Panel.

Click on Page Search. To find the table, type *Receiving* in the Description field and click Browse.

CGl Advantage Jump o 2[co] Prome

Procurement Accounts Payable Accounts Receivable Budget Co

Welcome, Connie Downey

eMARS UAT FIN Page Search

& Messa:i:ﬂtﬁr’/ \
[= Searcl Category : v|

Page Search ‘_—— Page Type : V]

[ Document Catalog Description : -RECEIVING* +——
eMARS Reporting FIIERETIES
[ History ..-----'hM Clear
[ Favorites Description Page Code
[ Administration ~ Receiving Search RCSRCH

First Prey Mewt | 5t
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Click on the RCSRCH link. The Receive Search Page opens:

Receiving Search

Memo Receipt Browse Clear

Doc Code : PO Commodity Code : 2
Department : 750 A Shipping Location Code : &
Doc ID : 1300005441 Issuer Code : &
Record Date ; E Requestor Code : &
Procurement Folder : 2
Vendor : 2

Doc Code Department DoclD Phase Description Vendor MWame # of Lines Doc Creation Date Record Date
Copy  First Prev Mext Last

# Select Lines To Receive

Search for the award or contract that is being received. Users can search using any or all of the
following fields: Document Code, Department Code, Document ID, Procurement Folder, Vendor
Code, Commodity Code, Commodity Description, Shipping Location Code, Issuer Code and
Requestor Code. Use the Browse link to search for the desired award document.

Once the award document has been found, users can select the individual award Commaodity lines to
receive. In the Results Grid select the award in question and click the Select Lines to Receive link.
The Receiving Search Select Lines page opens.

Receiving Search - Select Lines

[ ] Receive Al Lines
[ Receive All Unsslected Lines

Commodity Rec Rec Rec - 2 Unit P Contract Non-Reserved Funding Open
Commodity Description Quantity Contract Final Quantity  Unit Price CL Description Amount Amount Total

1 1300005441 40539 Oil, Automotive Engine 0.00000 50.00 60000000 GAL  $540 Lurafiow5W-30 MOTOR S0.00 $3,240.00
olL

Line Doc?énenl

First Prev Next Last
Receive Cancel

Select the lines to add to the Receiver (RC). This page allows users to select the lines to receive.
Users can do this in one of three ways:

o Individually select the lines that you want to receive.

e Select the Receive All Lines option - This will select all of the lines.
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e Select the Receive All Unselected Lines option - This will receive only those lines that you do
not have selected. Use this option if you have multiple lines that you want to receive and only a
few lines that you do not want to receive.

After you have made one of the above listed selections, users can click Receive, or select Cancel to
return to the Receiving Search page.

The Receiver will open on the Header section:

%

= List View
LN ENN e BN Extended Description | Document Information
Document Name: Receiving Location: i
Received Date: ER

Allow Part. Recpts.: [
Receiver:

[

Ref Doc Code:

Hame:
Ref Doc Dept:

Phone:
Ref Doc ID:

Ext:
Procurement Folder:

Email:
Procurement Type ID:

Procurement Type:

e The Document Name is an optional field where additional information about the order can be
identified. This field will not print on the final receipt, but rather can be used of internal
information. This field will allow for 60 characters (optional).

o The reference back to the award document will be default in the Ref Doc Code, Ref Doc Dept,
Ref Doc ID, Procurement Folder and Procurement Type ID fields. The information in these
fields should not be changed.

e The Receiving Location is used to identify where the goods were received. This should
correspond to the Shipping Location used on the Order. The Receiving Location can be
selected from the Pick or by using the Type Ahead feature (required).

e The Received Date will infer the date in which the Receiver (RC) was created. If the goods
were received on a different date, it can be changed (required).

o The Receiver identifies the individual who is recording the RC document. This will default to
the User ID of the creator, but can be changed.

View the Commodity Section:

The Commodity section will display the Commodities selected from the Receiving Search page. Each
line will correspond with a line item from the associated award document. The Commodity section is
where the user will record the quantity received/rejected for each Commaodity Line on the award. All the
information on the Commodity section will default from the Order.
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| O EIE N Ll Tolerance Infarmation

Line Type: | ttem ~ Commodity Match Type: 0
Ref Award Line: MSDS Required: [
CL Description: MSDS Received: [

| Shipment Indicator: I Partial v

Commodity:

[=

| Condition:

[+

Stock ltem Suffix:
Reason:

Unit:

[=

Ordered Qty: 0.00000

Received Qty: | 0.00000 Comments:

Rejected Qty: | 0.00000

Total Oty Received: 0.00000
Ordered 5C Amount: 30.00
Received SC Amount: | 50.00

Commaodity Description:

o The Received Qty identifies the number of Units that have been received from the Vendor. If
the full amount of the order has been received, then the Received Qty should match the
Ordered Qty.

o The Rejected Qty identifies the number of units rejected and sent back to the Vendor/Supplier.

e If the Line Type from the associated award document was service, then the Received SC
Amount will need to identify the amount of services received.

e The Shipment Indicator field is used to determine how the Order should be referenced The
following Shipment Types can be identified on a RC document:

o Partial- when a Partial shipment indicator is identified, only part of the referenced award
document will show as having been received. When a partial Shipment Indicator is
entered, users will be required to identify a Reason and a Condition code.

o Final- the Final Shipment Indicator is used when all items from the referenced award
have either been received in full or used to close out the remainder of the award
document.

e The Condition Code allows a user to establish a reason for a shipment marked with a Partial
Indicator. A valid Condition Code will be required when the Shipment Indicator is Partial

e The Reason field allows the user to provide an explanation of the condition or to further
document comments about the shipment. This field will be required when a valid Condition
code has been entered on the Receiver document. The reason field will allow for 1500
characters.

Once all the required information has been recorded for all lines, the document will need to be
Validated. By selecting Validate, eMARS will check the document for errors. Any errors returned will
be viewable in the errors displayed at the top of the screen. Users can use the View All link to view all
the errors associated with the document if there are multiple errors on the RC.

The Receiver document can be printed by completing the following steps:
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NOTE: Selecting Print will not print the RC directly to your local printer. It will generate a PDF version
of the RC document that can be printed later.

1 Click on the Print Button:

= List Wiew
Extended Description | Document Information
Document Hame: Receiving Location: ﬁl
Received Date: B
Allow Part. Recpts.: [
Receiver: ﬁl
Ref Doc Code:
Hame:
Ref Doc Dept:
Phone:
Ref Doc 1D:
Ext:
Procurement Folder: 2250003
Email:
Procurement Type ID: 2
Procurement Type: Delivery Order
ﬁ Save | 4 Undo Wiew Procurement Folder
Yendor Vendor Code: YCO000005555  Hame: CARDIMAL OFFICE PRODUCTS IMC
Commodity Total Lines: 2 Commodity Line: 1 Commodity: Total Oty Receive: 000
[ copy | valigate | [ E3 suomt | [ Gt Discare | & rint | | Processing = | [worktiow = | [Fie ~ | | (3 cose |
2 The Print Page will open, and select Print.
Print
Print Output Type | poF W
Print Job | gc pocument Form v
Print Resource poF file generator v
Yiew Forms
View Forms Description
Print |Cancel

Once a user has selected Print from the Print Page the system will begin the printing process. Once
the print process has submitted, eMARS will generate a PDF version of the RC document that can be
found under the attachments menu.

3 From the RC open the Menu in the Document Information Bar and select Document Forms,
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Receiver(RC) | Dept: 755  ID: 1300000008 Ver: 1 Function: New Phase: Draft | - m
&P Add to Favorites E
&' Page Help
2 Decument Comments = List View

X - . Document Attachments
TN TG g EUl W Extended Description | Document Information 4

&%) Document History
Document Hame: Btion: 11293 ﬁ‘|

Document References —
N Date: pz27/2012
o t Future T
Allow Part. RE{:ptS.: l_ oCcument Future friggering . I *
Document Forms Fiver: NPJ0100 ._.|

Ref Doc Code: Do

Name: Anna Haydon
Ref Doc Dept: 753

Phone: 502-554-9641
Ref Doc ID: 1300000024

Procurement Folder: 22280003

4 The attachment can then be Viewed as an Adobe PDF and saved to your local PC and ultimately
attached to the corresponding procurement document.

View Forms

Browse Clear  Refresh

Doc Code : g
Doc Dept : 75
Document ID = 1300002205
Description :
Status Description Doc Code Doc Dept Document ID File Name
+ Pending RC 750 18000022056  HHWOOO4_1476187_RC_750_ 1300002205 1 View PDF

First Prev Mext Last

When the document validates successfully, users will need to Submit the document.

Note: The Receiver (RC) does not require approvals. The RC will submit directly to Final.
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Exercise 6 — Process a Receiver (RC) Document

Scenario

You are responsible for documenting the receipt of goods so the Vendor can be paid for fulfilling the
terms of the award.

Task Overview

You will search for the Delivery Order (DO) or Purchase Order (PO). You will select lines for receipt,
and you will accept some items and reject others.

Procedures
1. Accessthe_Search (RCSRCH) table, by clicking on Home at the top of the screen.

2. Click on Search in the Secondary Navigation Panel on the left side of the page.

3. Click on Page Search.

4. Tofind the table, type Receiving* in the Description field, or type RCSRCH in the Page Code
field.

%Advantage Jump to: @Iﬂ @Hame é

Welcome, Connie Downey Procurement Accounts Payable Accounts Receivable Budget Cc

eMARS UAT FIN Page Search

3] MESSi]Ii:.e“’tfiof"’.l \
El Searcl Category :

Page Search ‘__— Page Type : v

® Document Catalog Description : -ReCEIVING®  ——
Page Code :

eMARS Reporting

& History ____*Erowse Clear
[# Favorites Description  Page Code
[ Administration +~ Receiving Search RCSRCH

Firat Prev Met | ast

5. Click Browse.
6. Click on the RCSRCH link. The search table will open.
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7. Search for the Delivery Order or Purchase Order you created. Enter the Document Code,
Department Code and Document ID.

Search Options Values

Doc Code

Enter the Document Code

Department

Enter Dept Code

Document ID

Enter the user ID

8. Click Browse.

The Receiving Search page opens.

Receiving Search
Memo Receipt Browse Clear
Doc Code : pg Commodity Code : &
Department : 35 O Shipping Location Code : Y
— —
Doc ID: 1500004473 Issuer Code : &
Record Date : B Requestor Code : &
Procurement Folder : &
Vendor :
&
Doc Code Department Doc ID Phasze Description Vendor Name #of Lines Doc Creation Date  Record Date
+ PO 035 1500004473 Final Fire Alarm Installation & Monitoring VCOO000100128 ALLIED COMMUNICATIONS 3 01/23/2015 01123215
Copy  First Prev Next Last
# Select Lines To Receive

9. Select the line for your Purchase Order (PO). (Make sure that your PO is highlighted and has the
check mark next to it.)
10. Click Select Lines To Receive.

The Receiving Search — Select Lines page opens.

Receiving Search - Select Lines

Receive All Lines

Receive All Unselected Lines

Line D°°"|'{';”e“t Commodity Commodity Description QUE:: = Coifr‘; = FFitlf:I Quantity Unit Unit Price CL Description
I 1 1500004473 34016 Fire Alarm Systems, Power Sirens, and Controls  0.00000 50.00 ™ 100000 EA  S1,275.00 :i: dﬁlaarr”;
[ 2 1500004473 34016 Fire Alarm Systems, Power Sirens, and Controls  0.00000 $0.00 [ 100000 EA  $1,037.50 ;‘;‘:ﬁﬁ;m
I 3 1500004473 34016 Fire Alarm Systems, Power Sirens, and Controls  0.00000 $0.00 ™ 100000 EA  $380.00 E';i;;'flg

First Prev Mext Last

Receive |Cancel
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11. Select the lines to receive that are associated with your Delivery Order (DO) or Purchase Order
(PO).

12. Click Receive.

A Receiver (RC) document opens with the Purchase Order (PO) reference information already
included.

w
= List View

(eI E RN EHLI Extended Description | Decument Information

Document Hame: - Receiving Location: Al
Received Date: | 04/03/2015
Allow Part. Recpts.: [7
Receiver: | HHI0004 Al

Ref Doc Code: | PO

Name: | CONNIE DOWNEY
Ref Doc Dept: 025

Phone: | 502-564-9641

Ref Doc ID: | 1500004473

Ext:
Procurement Folder: 3723408

Email: | Connie Downe; oV
Procurement Type ID: 24 y@ky.g

Procurement Type:

13. Enter the following fields on the General Information section.

Required Fields Values

Receiving Location | Enter Your Shipping Location

14. Click Commodity on the Secondary Navigation Panel.

Commodity Line Commodity CL Description Received Qty Rejected Qty Received SC Amount Total Oty Received
1 34016 Fire Alarm Hardware 1.00000 0.00000 50.00 1.00000 B T
2 34016 Fire Alarm Installation 1.00000 0.00000 50.00 1.00000 i)
3 34016 Fire Alarm Monitoring 1.00000 0.00000 50.00 1.00000 B @
From 1 to 3 Total: 3 Go o line: Go

= List View
[ C el uE Il Tolerance Information “

n

Line Type: tem - Commodity Match Type: 3
Ref Award Line: |1 MSDS Required: [~
CL Description: | Fire Alarm Hardware - MSDS Received: [~
Commodity: | 24015 & Condition: | ) & M
Stock Item Suffix: Reason: o
Unit: |4 &
Ordered Qty: 1.00000 i
Received Qty: | 1.00000 | Comments: -
Rejected Qty: |0.00000 | =
H save | 155 Undo | [24 Insert New Line ‘ [ Insert Copied Line ‘ E4 Edit with Grid
[ copy | Valdate | | 4 submt | [ [3¢ Discard | & Prit | | Processing = | | worktow « | (Fie~ | |3 cose |
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15. Enter the following information for Commaodity Line 1.

Required Fields

Values

Received Qty

Enter Quantity Received

Shipment Indicator

Choose Partial or Final from the dropdown list according to your shipment

16. Click Save.

17. Select Each Commodity Line and enter the Quantity received. Please verify the quantity received
for each line before submitting the RC.

NOTE: If you are receiving a Partial Shipment, enter the information as follows:

Required Fields

Values

Received Qty

Enter Qty Received

Shipment
Indicator

Partial

Condition Code

Select Partial Shipment as per AWD

18. Click Validate. When the document has validated successfully.

19. Click Submit.

Approvals are not required for Receiver (RC) documents. The RC will go to Final status when it is

submitted.
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12 — Performance Evaluation (PE)

The Performance Evaluation document allows users to evaluate a Vendor’'s performance based upon
the terms of the award document. The Performance Evaluation is generated with criteria established
from the award document, and allows documentation for instances of good and/or poor performance.
In order to document a Vendor’s record at meeting their contractual obligations, users should complete
the Vendor Performance Evaluation (PE) document. The data entered on the PE document may be
used to determine if Vendors should receive future Awards or have their existing Contracts renewed.

NOTE: The User evaluating the award must have their User ID and the Document Code, Department
Number and the Document Number entered on the Vendor Performance Evaluator (PEEVAL) table.
Contact the Customer Resource Center to have the ID added.

e Evaluations are standardized based on the Procurement Type of the award document.
e Evaluations can only be performed with reference to awards established in the system.

To complete an Evaluation complete the following steps:

From the Document Catalog search for and locate the award being evaluated.
Open the award and click Copy Forward.

The Copy Forward page opens.

On the Copy Forward page enter the Doc. Department Code and Unit Code for which the PE should
be created. Select the Auto Numbering. Select the target document code of PE and click OK to
create the PE document.
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Copy Forward

From Document

Category: proc Doc Dept: g3s
Type: pg Doc Unit: |y
Code: pg ID: 1500004473

Select Entire Document : [ Version: q

To Document

Doc. Department Code @y Document Id :
Unit Code : ooy |Auto Numbering :
Target Doc Type Target Doc Code Description
+ PE PE Evaluate Purchase Order
™ ™ Terminate Purchase Order
PR PRC Pay for Order
PR PRCI Pay for Order Internal

First Prev Next Last

QK | Cancel |
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Complete the Header section:

Evaluator ID: & |

Evaluator First Hame:
Evaluator Last Hame:
Award Document Code: | PO
Award Department: | 035
Award Humber: | 1500004473

Award Title: Fire Alarm Installation & Monitoring =

Vendor Code: VCO000100129
Vendor: ALLIED COMMUNICATIONS
Alias/DBA:
Procurement Type: Standard Goods

Procurement Folder: 3723408

Procurement Folder: 3723408
Award Begin Date:
Awrard End Date:
Award Date: (1/23/2015

Award Amount: 3257250

| Evaluation Date:

| Period Begin Date: [

BlE] [E

Period End Date:

H Recommended for Future Contracts: |

e The Evaluator ID is used to identify the individual who is evaluating the vendor’s
performance. The Evaluator must be set up on the Vendor Performance Evaluator
(PEEVALR) table prior to the creation of the PE. Type in your User ID or find your ID from
the Evaluator ID pick list. When a valid Evaluator ID is selected, the First and Last Name
will infer.

Note: The Buyer of the award document is responsible for setting up the Evaluators/User on the
PEEVALR

¢ The following fields will infer from the award document and should not be changed:

o Award Document Code o Procurement Type
o Award Department o Procurement Folder
o Award Number o Award Begin Date
o Award Title o Award End Date

o Vendor Code o Award Date

o Vendor o Award Amount

o Alias/DBA

e The Evaluation Date is used to identify the date in which the evaluation took place.
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e Period Begin Date/ Period End Date. Identifies the period of time where the vendor’s
performance is being evaluated. The period must begin and end prior to the Evaluation
Date.

Use the Load Criteria and Procedures located in the Menu bar to load the standardized Evaluation
Criteria and Procedures into the PE.

Evaluation Date: 0
Period Begin Date: sl
Period End Date: i

Recommended for Future Contracts: [
Created By: HHW0004
Created On: 04/03/2015

Modified By: HHW0004

Modified On: 04/03/2015 \‘

H Save “4 Undo Load Criteria and Procedures | View Procurement Folder

Open the Procedures tab:

The Procedures section will be populated with the Procedures established for the Procurement Type
used on the award/contract and will list the recommended tasks that to part of the performance
evaluation process. Each required procedure will need to have an associated Completion date. The
Completion date will correspond to the date in which the procedure was completed.

Procedure Completed Procedure Hame Required Completion Date

Mo Delivery Statistics Review Mo

Evaluation Procedures ﬂ

Procedure Completed: Ro

Procedure Hame: Delivery Statistics Review

Required: po

Completion Date: ]

e The Completion Date should correspond to the date in which the Procedure was completed.
The completion date can be selected from the calendar or entered manually using the
MM/DD/YYYY format. The completion date will be required on all required procedures.

To enter a Completion Date, users have two options:
e Edit with Grid
o Edit showing details
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Edit with Grid allows users to identify the completion date in a spreadsheet type view. This is the
preferred and quickest method to enter the Completion Dates.

Procedure Completed Procedure Name Required ‘Completion Date
Yes Delivery Statistics Review No 040272015 \‘ a
Ho Shipping Statistics Review No a
No Biling Statistics Review No a
From 1 to 3 Total: 3 Gotainc: Go

Procedure Completed Procedure Name Required Completion Date

[ Delivery Statistics Review [ 2002012
B Shipping Statistics Review ]

I Biling Statistics Review ]

The Edit with Grid view will allow the user to enter all completion dates on a single screen without
having to click on multiple areas.

Users can also edit using the View Detalils:

To edit using the details view users must select the Details (eye) to view the information associated
with the line.

Procedure Completed Procedure Hame Required Completion Date
Mo Delivery Statistics Rewview Mo # e
Mo Shipping Statistics Review [ix} a
Mo Billing Statiztics Review Mo e
From 1 to 3 Total: 3 Goto line: I:I G0

To record the Completion date for the remaining Procedures, users can select the push pin to view all
lines and their corresponding details:

=(:GI

134 of 160



eMARS Course 601 — General Procurement

o
[{ix]
Mo

From 1 1o 3 Total: 3

Evaluation Procedures

Procedure Hame:

Procedure Completed

Procedure Hame
Delivery Statistics Reviews
Shipping Statistics Review
Billing Statistics Review

o
[{ix]
Mo

Required Completion Date

Gato line; I:I Go

Procedure Completed: o

Delivery Statistics Review

Required: ho
Completion Date:
Criteria
HNotes
Bt | [ (B cony | validate | | E3 Submit | | Gk Discard | & Print | | Processing = | [ worktiow ~ | [ Fie ~ | [ B3 close |
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Open the Criteria section to:

Criteria Mame Rank Description
Were items billed accurately? "Bil te” proper agency/customer, biling reflectz accurate dizcounts if applicable, and invoice dizcrepencies B
BILLING = @
rezolved in a timely manner?
DELWVERY Were itemz delivered within the time indicated in the contract terme. e
SPECIFIED Were items to the specifications as detailed in the contract description? A

From 1 to 3 Total 3 Go to line: l:l Go

The Criteria section will display the criteria associated with the Procurement Type used on the
award/contract. Users will be required to evaluate the vendor on each of the associated criteria that

defaults in the PE document.

To record the rank for each criterion, users can either Edit with Grid

Criteria Name Rank Description
BILLING: Were itemz billed accuratehly? "Bill to” proper agency/customer, biling reflects accurate dizcounts if applicable, and inveice discrepencies rezo
DELIVERY Viere items delivered within the fime indicated in the contract terms.
SPECIFIED Were items to the specifications as detailed in the contract description?
OR

Select the View Details (eye)

Description

Criteria Hame Rank
Wisre tems biled accurately? "Bill to" proper agencyfcustomer, biling reflects accurste discounts if applicable, and invoice dizcrepencies resalved in & timely o
manner?

DELIVERY Wizre tems delivered within the time indicated in the contract terms.

SPECIFIED Wiere tems to the specifications as detailed in the cortract description?

a
From 1 ta 3 Tatal: 3 Goto line: |:| Go

BILLING
Fe )

Criteria Hame Rank Description

Were tems hilled accurately "Bill to" proper agencyicustamer, biling reflects accurste dizcounts it applicable, and invoice discrepencies resalved in a

BILLING timely mannee?

BEvaluationCriteria ﬂ

Criteria Hame:  BILLING

Rank: %
ccLirately? "Bill

Deseription: | iere tems hiled = ”~
to" proper agencyicustomer, billing
reflects accurste dizcounts if B
applicable, and invoice »
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¢ The Rank field is used to record the opinion of the Vendors service levels. Users must record a
rank for each criterion that was loaded from the template. Users can select from the following

o Unsatisfactory
o Poor, Fair

o Good

o Excellent

o Not applicable

Select the Notes section:

w

Last User Last Modified

From 0to 0 Tatal: O

[24 Inzert New Line | [24Insert Copied Line | B4 Edit with Grict |

% Copy | Walidate | Ed submit | [$ Discard | & Print | ProcessinQV| WDrkfIDW'| File'| B4 Close |

The Notes section allows users to provide additional details or information about their evaluation of the

vendor’s performance. This section is optional for the Performance Evaluation, and will allow for 1500
characters.

To insert a note on the PE document, users must Insert New Line, and select view details (eye) to
view the Note field:

Last User Last Modified

E ﬁ
From 1 to1 Total: 1

Goto line: Go
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Evaluation Note Details

Hote:

Last User:

Last Modified:

Once all the required/optional information has been recorded the document will need to be Validated.

By selecting Validate, eMARS will check the document for errors. Any errors returned will be viewable
in the errors displayed at the top of the screen. Users can use the View All link to view all the errors
associated with the document if there are multiple errors on the PE.

After correcting any errors and when the document validates successfully, Users will need to Submit
the document.

Note: There are no approvals required for the Performance Evaluation document. The PE will submit
straight to final.
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Exercise 7 — Record a Vendor’s Performance (PE)

Scenario

You have contracted with a Vendor, under your Department’s small purchase authority, to have a fire
alarm installed and monthly monitoring. Unfortunately, the Vendor’s team shows up late and when they
do show up they are observed leaving early.

NOTE: The User evaluating the award must have their User ID and the Document Code, Department
Number and the Document Number entered on the Vendor Performance Evaluator (PEEVAL) table.

Contact the Customer Resource Center to have the ID added.

Task Overview

As the agency buyer you will set-up an evaluator on the Evaluator Table. You will Copy Forward from
the PO to the Performance Evaluator (PE) document. You will complete the Document Procedures,

respond to the defaulted Evaluation Criteria, and record a Note.

Open the award by clicking the document link and

Procedures

1. Openthe Document Catalog

2. Inthe Code field type the Document Code.
3. Inthe Dept field type the Department Code.
4. Inthe Unit field type the Unit.

5. Inthe ID field type, type the Document ID.
6. Click Browse.

7.

8. Click Copy Forward.

The Copy Forward page opens.

9. Complete the following information:

Required Fields

Values

Doc. Department Code

Type in your Dept Number

Unit Code

Type in your Unit

Auto Numbering

Select the box

Target Doc Type

Choose PE

10. Click OK.

The PE document opens.
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11. Complete the Header section of the PE.

Evaluator I1D:

[=

Evaluator First Hame:
Evaluator Last Hame:
Award Document Code:
Award Department:
Award Humber:

Award Title:

P
035
1500004473

Fire Alarm Inztallation & Monitaring

F

VYendor Code: 0000100129
Vendor: a||LED COMMUMICATIONS
AliasDEA:
Evaluation Date: El
Period Begin Date: e
Period End Date: B

Recommended for Future [
Contracts:

Created By: NPJO100
Created On: 12/28/2011
Modified By: NPJO100

Modified On: 12282011

Required Fields

Values

Evaluator ID

Enter your Employee ID

Evaluation Date

Enter Today’s date.

This is the date the evaluation is being completed.

Period Begin Date

Enter date

Period End Date

Enter date.

12. Click Load Criteria and Procedures

‘ H save || 50 Undo

Load Criteria and Procedures || Wiewy Procurement Folder
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Complete the Procedures Section:

13. Click on Procedures section:

14. Select Edit with Grid

| Procedues =]

Procedure Completed Procedure Name Required Completion Date
No Delivery Statistice Review MNo L
No Shipping Statistics Review No i
No Billing Statistics Review No i

From 1 to 3 Total: 3 Go to line: I:I Go

Bl save| |5 ungo | || B4 Eqitwith Grid |

Criteria
Notes
[ copy | Vaidate | | E3 submit| | Gg Discard | &) Print | | Processing ~ | | workfiow ~ | [ Fie ~ | | 3 Ciose |

Procedure Completed Procedure Name Required Completion Date
[ Delivery Statistics Review I

r Shipping Statistics Review r |

] Biling Statiztics Review r

Enter the following for each Procedure:

Required Fields Values

Completion Date Enter Today’s date.

Complete the Criteria Section:
15. Open the Criteria section:
16. Select Edit with Grid
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Criteria Hame Rank Description

BLLING go'w Were items hilled accurstely? Bill to" proper agencyicustomer, biling reflects acourate discounts if spplisable, and invoice discrepencies resolved in a timely manner? an

DELIVERY ED’W Wiiere tems delfivered within the time indicated inthe cortract terms. a

GUALITY OF 2- .

SHEE Fior  Comment on qulty of goods received an
2 Comment on cortractor's responsiveness to Contracting Officer, communication links st project and technical levels, response to work scope changes, response to special requests, ability to address and resolve

RESPONSIVEMESS an
Poor  problems, other aspects of responsiveness

SPECIFIED go-w Wiere items to the specifications as detailed in the contract description e

Enter the following for each Criteria:

Required Fields Values
Rank 2 - Poor

17. Open Notes section.
18. Click Insert New Line.
19. Click on Edit with Grid

| (=] Sa'.re| ] Undn| [E4 Inzert Hew Linel [E4 Insert Copied Line| | E4 Edit with Grid |

Note Lpst User Last Modified

Enter the following:

Required Fields Values

Note The vendor did not arrive on the scheduled Delivery Date..

20. Click Validate to check for errors.

21. Submit the Document.
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13 — Online Inquiries

Lifecycle

The Lifecycle Inquiry page allows users to view the complete chain of documents associated with a
procurement chain. When a search is performed, the document entered as the search criteria must
have a Phase of Final or Historical Final.

The Lifecycle Inquiry page may be accessed directly from one of two places: Procurement Document
Inquiry or the Lifecycle Document Search within the Procurement Folder Quick Links. The
Procurement Document inquiry (PRCUDOC) allows the user to search by Procurement Folder ID,
Procurement Title, or Document Department, or Document ID. The Lifecycle Document Search
Inquiry (LFDOCSCH) provides similar search capabilities to the Document Catalog with the addition of
being able to search by Document Description.

Welcome, Connie Downey Frocurement Accounts Payahle AC nts Receivable Budget
Procurement Quick Links
Save All
o Links to common pages such as Locate Procurement Folders, Matching Status on Awards, Lifecycle Inguirg/Document Search and My Requests.
0se
% Quick Links
Search for ltems on Coniract Lifiecye e Inguiry (LING)
Matching Status (MATA;
Create Stand Al Matching Status (MATA)
D:J?:u:'lenta: one Frocurement Folders (PRCUID)
My Reguests (ROHISTh
Enter Bid Responses Procurement Document (PROUDGC)
Lifecycle Docurment Search (LFDOCSCH)
Receive Goods Requisition History (RQHISTOD)
Enter Vendor Imvoice
Create Stand Alone Payment
Quick Links
4
Guick Links
Vendor Maintenance 1
Lifecycle Document Search
sk
¥ Document ldentifier
Doc Code - & Doc Unit :
Doc Dept. - ~ DoclD:

b Document Description

b User Information

» Document State

Browse Clear

Code Dept Unit ID Function Wersion Phase Document Description Create User|D Create Date
First Prev Mext Last
# Lifecycle Inguiry

h
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Select a Row in the Results Grid and click Lifecycle Inquiry.

Lifecycle Inquiry

#k Clear

= Document Search

Document Code - ﬂ
Document Department -

Document 1D :

¢ Document Filter

Results for Search Document: DO - 625- 1300000010

Document 1D Function Version Document Description Create User ID Acceptance Date
- DD 825 18000000101 Mew 1 Intoxilyzer 500 and Accessories MEJODOTY 0g/20s2018
PRC.625 1800015028, 1 MNew 1 Intoxilyzer 500 and Accessories MEJOOOY 08/10s2018
AD,THE AD19000031228 1 Mew 1 emarsprd oegMo/zote
FPRC G625 12000233351 Mew 1 Intoxilyzer 500 and Accessories MEJOODDY 022172018
AD, 758 AD19000040530,1 Mew 1 emarsprd 0&r21/2018
PRC. 825 19000324811 New 1 Intoxilyzer 500 and Accessories MEJOODDY 09/M18r2018
AD 758 AD19000065148,1 Mew 1 emarsprd ogrer2018
PRC.625 1800048263, 1 Mew 1 Intoxilyzer 500 and Accessories MEJOOOTY 08r27r2018
AD THE AD19000073255 1 Mew 1 emarsprd 08r2viz018

First Prev Mext Last

Forward Backward Download To Excel

[

Users may choose how they wish to view the lifecycle of the document. Select Forward to view all the
documents that have been processed against the original document. If users select Backward, they
will see all the documents that were created prior to the subject document.

Users can also download the query to Excel to take advantage of the functionality such as sort.
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Procurement Folder (PRCUID)

The Procurement Folder is the central repository for documents related to a single procurement.
eMARS compiles all activities, documents, and related correspondence for a procurement into a virtual
Procurement Folder that ties multiple procurement documents and documentation items together. The
Procurement Folder provides a single point for tracking, assigning, and reporting during the
procurement life cycle. Each procurement document will belong to a specific Procurement Folder.

Each folder has a unique identification number generated by eMARS which allows users to identify the
procurement documents and documentation that apply to a particular purchase. Each folder also has a
Procurement Title to easily identify the Procurement Folder. The Procurement Title is displayed on
various procurement related pages to aid in identifying the proper folder for a specific procurement.
The Procurement Folder can be accessed directly from the document using the related actions menu,
or through the Page Search functionality.

The Procurement Folder is accessed from the Award Document’s Related Action Menu.

R =
= ListView | A
Contract Details || Reference | Requestor Issuer Buyer | Modificafion = Extended Description || Default Shipping/Biling | Reporting | Fixed Asset Intent Reference | Document Information
Record Date: 0820/2013 = Accounting Profile: &
Document Name: CMI Inc. Budget FY: 2g1g

Fiscal Year: 2019
Document Description: Intoxilyzer 500 and Accessories
Period: 1

Procurement Folder: 18535 =
. Actual Amount: $48,513.00 Ship/il To Lines
Procurement Type I0: (2 &| Closed Amount: $43,513.00 Assemble Document
Procurement Type: Delivery Order Closed Date: 09/27/2018 Matching Status
Cited Authority: FAP111-10-00-03 Al Open Amount: 50.00 Reset Buyer
Proprietary Equipment and Supplies Open Accrual Amount: 50.00 Assemble Request Activity
View Procurement Folder
Related Actions™
Accounting Distribution Total Lines: 0 Line: none  Distribution %: none
Vendor Vendor Customer: KY0033275 Legal Name: CMI ING
Commodity Total Lines: 1 Line: 1 Commodity: 65024 Open Amount: $0.00 Line Amount: $43,513.00
Accounting Total Lines: 1 Line: 1 Line Amount: $43,513.00 Line Open Amount: $0.00
Posting Total Lines: 1 Posting Line: 1 ]
Special Instructions Total Lines: 0  Special Instruction Line: none  Special Instructions Code: none o]
Supporting Documents Total Lines: 0 Line Number: none  File Name: none ]
[4 Edi| [ [% Copy || (% Copy Fonward | [3¢ Discard | =5 View PDF | | (8 Prnt | | Processing= | | Worklow~ | | Filex | | 3 Closs |
5
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The Procurement Folder is broken into different sections:

The General Information section displays information pertaining to the selected Procurement Folder.
Information such as the document totals, and the assigned Buyer will be displayed in the General
Information section:

Procurement Management

Procurement Folder Procurement Title Procurement Type ID Buyer Manager Procurement Total Last Completed State Status Estimated Completion
- 16535  Intoxilyzer 500 and Accessories z NXS0015 $48.513.00 PostAward Final 06/20/2018

First Prev Mext Last Attschments # All Procurements  # Assigned To Me  # Assigned To My Team  # Procurements | Manage # Procurements My Team Manages

Search # Updste Procurement Frotests

= General Information

Procurement Folder : 168535 Dollar Range :
Procurement Title : |ntoxilyzer 500 and Accessories Manager : NX30015
Procurement Type ID : 5 g Manager Team - pg
Procurement Type : Diefivery Order Buyer :
P Procurement Total : 548 513.00 Buyer Team : oPg
Original Procurement Total : 45 513.00 Total Deadline Extended By Days : o
Number of States : 2 Estimated Completion - gg/20/2012
Complexity Code : 3 Closed Date :
Last Completed State : post Awsard Discarded - |:|
Status : Final Historical Procurement Folder - D
Protest Filed? : I:‘ Lock Buyer : E

=(ZGI

146 of 160



eMARS Course 601 — General Procurement

The Procurement Folder will also display the Available States and the Documents found within the
folder:

Available States

Procurement State State Complete State Amount Issuing Office Procurement Created
~ All States

Award Yes 348.513.00 Department Of Highways 08/20/2018

Post Award Yes

First Prev Mext Last

Milestones

Procurement State Description Required Estimated Completion Completed Complete

Save Undo First Prev Next Last

Documents

Procurement State Document Function Phase — Vendor Description Created

« Award Do 625 1900000010,1 MNew Final Ky 0033275 Intoxilyzer 500 and Accessories 0820/2018
Post Award AD 758 AD18000031228,1 MNew Final 08M02018
Post Award AD, 758 AD10000040580,1 Mew Final oer21/2018
Post Award AD, 758 AD10000085146,1 Mew Final oorgof2012
Post Award AD, 758 AD10000073255,1 Mew Final oor27i2018
Post Award Do 625 1900000010,1 MNew Final Ky 0033275  Intoxilyzer 500 and Accessories 0920/2018
Post Award PRC 825 1800015029 1 MNew Final Intoxibyzer 500 and Accessories O07/31/2018
Post Award PRC 825 1800023335 1 MNew Final Intoxibyzer 500 and Accessories 081372018
Post Award PRC 625 1800032481 1 Meaw Final Intoxibyzer 500 and Accessories 0B27/2018
Post Award PRC 625 1800048268 1 Meaw Final Intoxibyzer 500 and Accessories O0B2002018

[
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Appendix:

Approval and Workflow for the SPR1:

Action Status on Final

Description Threshold Final Approval Approval
. . . Finance DECA is the final approver
Architectural & Engineering
PSC Sole Source $0 after all agency approvals are Approved
applied.
. . . Finance DECA is the final approver
Architectural & Engineering
PSC Not Practicable to Bid $0 after all agency approvals are Approved
applied.
persona Sevce Contact | gy | Toere DRSS e e oo approvec
Sole Source gency app PP
applied.
persona Sevce Contact | g, | oo PR e i appioer approvec
Not Practicable to Bid gency app PP
applied.
Postal Services & Finance Postal Services is the final
. $1,000 approver after all agency approvals Approved
Equipment .
are applied.
KYTC Printing is the final approver
Printing $1,000 after all agency approvals are Approved.
applied.
Fleet Management is the final
Vehicles $1,000 approver after all agency approvals Approved.
are applied.
Fleet Management is the final
Vehicle repairs and parts $5,000 approver after all agency approvals Approved.
are applied
IT Hardware $1.000 COT is the final approver aﬁer all Approved.
agency approvals are applied.
[
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COT is the final approver after all

IT Software $1,000 . Approved.
agency approvals are applied..

IT Services $1,000 COT is the final approver aft_er all Approved.
agency approvals are applied.

IT Maintenance $1,000 COT is the final approver aﬁer all Approved.
agency approvals are applied.

IT Task Orders $1.000 COT is the final approver after all Approved.

agency approvals are applied.
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Informal Solicitation Terms & Conditions for Non-Professional Services

COMMONWEALTH OF KENTUCKY .. .
Cabinet Name , Agency Name Informal Solicitation
Street Address i i
Your Town. KY Zip code for Nonprofessional Services

Please note: The Finance and Administration Cabinet Policy Procedure FAP 110-10-00: General Conditions
and Instructions for Solicitations and Contracts is hereby incorporated by reference into this solicitation.

The Web site for entire Policies and Procedure manual: http:/finance.ky.gov/services/policies/Pages/default.aspx

(Month, Day, Year- Date of issuance)

Due Date for Response: Close of Business (Month, Return Request For Quotation to the above referenced
Day,Year) (Normally 10 days after issuing solicitation) address (or the following address):

1. Location of Service: AgencyName, Street Address (Include # of floors), City, KY zip code

2. Period of Service: from Day, Month, Year to Day, Month, Year (12 months later). This contract may be
extended at the completion of the initial contract period for 1 additional one-year period. (If this is a one
time service substitute this: One time service. Required/ requested service date: Day, Month, Year)

3. Services provided by Vendor/Contractor/Proprietor: The service provider will clean and maintain in a
clean and presentable manner all floors, offices and restroom facilities. The services will be performed
after normal working hours for the agency. The facilities will be clean and ready for use at the beginning
of each workday, which normally is Monday through Friday(stipulate required days if not every day). This
includes, but is not limited to, emptying all trashcans, sweeping floors, washing and waxing floors when
necessary, and cleaning and stocking all restroom facilities. The service provider will inspect the facilities
and review the scope of work with the agency contact person before submitting a proposal/offer. (The
agency may elect to develop and attach the scope of work hereto). Note that the same information must
be given to every vendor.

4. Items/Supplies/Equipment provided by Agency (if necessary) and Provider: The agency will provide all
consumable supplies, i.e. toilet paper, paper towels, hand soap, etc. The service provider will provide all
cleaning supplies and equipment, i.e. floor and fixture cleaning detergents, floor waxes, brooms, brushes,
mops, and floor care equipment. (or include in the attachment)

5. Inspection and Acceptance of Services: The provider will have weekly or semiweekly inspections with the
agency representative. During this inspection the provider and agency will review the facilities and
discuss any improvements or changes, if needed. The agency representative will approve the provider’s
invoice before payment is authorized.
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10.

11.

12.

13.

14.

15.

16.

Invoicing Instructions: The vendor is responsible to submit an invoice to the agency at the address
indicated above on or before the 10t of the month following the month in which the service(s) were
rendered.

Payment Terms: The Commonwealth shall pay all invoices in accordance with KRS 44.010, KRS 45.453
and KRS 45.454, which basically is “when due, and within 30 working days after receipt of approved
invoice.” Vendor/Contractor/Proprietor with the ability to accept credit card transactions must accept the
Commonwealth Procurement Card (MasterCard) for payment of services

Total cost restriction: Cost of services shall not exceed $20,000 per fiscal year.

Taxes: The agency shall furnish the tax exemption number for applicable tax exempt purchases.

Governmental Mandates (Workman’s Compensation, Unemployment Insurance, etc.): The
Vendor/Contractor/Proprietor is responsible for compliance with all applicable mandates concerning this
agreement. For the purposes of this contract the Vendor/Contractor/Proprietor is deemed to be an
independent agent and is not considered to be an employee of the Commonwealth. This
agreement is governed by the laws of the Commonwealth of Kentucky.

Modifications to Contract: The agency reserves the right to modify this agreement for the addition or
deletion of requirements deemed necessary by the agency with the mutual agreement of both parties;
however modifications will not result in the expenditures against this contract exceeding $20,000
per fiscal year.

Termination of Contract: Either party may terminate this agreement at any time for just cause, or either
party may cancel this agreement with thirty (30) days written notice.

Method of Award: Award will be made to the lowest evaluated responsive, responsible best value offeror.
The agency will issue a notification of award accepting the best value offer. Prompt Payment may be
considered in award criteria. The scoring of bids/proposals is subject to Reciprocal preference for
Kentucky resident bidders and Preferences for a Qualified Bidder or the Department of
Corrections, Division of Prison Industries. See below.

Basis of Price Quotation: The provider agrees to provide the cleaning services as requested above for the
monthly price of $ , and agrees to monthly payments made within thirty (30) working days after
receipt of approved invoice by the agency. Approved invoice means the agency has approved the work
provided during the period indicated on the invoice.

Validity of Offer: This offer is valid for thirty (30) days and the provider offers* %  Days, Net 30 WD
prompt payment discount (i.e.2%10, N30WD)

Access to Records: The contractor, as defined in KRS 45A.030 (9) agrees that the contracting agency,
the Finance and Administration Cabinet, the Auditor of Public Accounts, and the Legislative Research
Commission, or their duly authorized representatives, shall have access to any books, documents,
papers, records, or other evidence, which are directly pertinent to this contract for the purpose of financial
audit or program review. Records and other prequalification information confidentially disclosed as part of
the bid process shall not be deemed as directly pertinent to the contract and shall be exempt from
disclosure as provided in KRS 61.878(1)(c). The contractor also recognizes that any books, documents,
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papers, records, or other evidence, received during a financial audit or program review shall be subject to
the Kentucky Open Records Act, KRS 61.870 to 61.884.

In the event of a dispute between the contractor and the contracting agency, Attorney General, or the
Auditor of Public Accounts over documents that are eligible for production and review, the Finance and
Administration Cabinet shall review the dispute and issue a determination, in accordance with Secretary's
Order 11-004.

SECRETARY’'S ORDER 11-004
FINANCE AND ADMINISTRATION CABINET
Vendor Document Disclosure

WHEREAS, in order to promote accountability and transparency in governmental
operations, the Finance and Administration Cabinet believes that a mechanism should
be created which would provide for review and assistance to an Executive Branch
agency 1f said agency cannot obtain access to documents that it deems necessary to
conduct a review of the records of a private vendor that holds a contract to
provide goods and/or services to the Commonwealth; and

WHEREAS, in order to promote accountability and transparency 1in governmental
operations, the Finance and Administration Cabinet believes that a mechanism should
be created which would provide for review and assistance to an Executive Branch
agency 1f said agency cannot obtain access to documents that it deems necessary
during the course of an audit, investigation or any other inquiry by an Executive
Branch agency that involves the review of documents; and

WHEREAS, KRS 42.014 and KRS 12.270 authorizes the Secretary of the Finance
and Administration Cabinet to establish the internal organization and assignment of
functions which are not established by statute relating to the Finance and
Administration Cabinet; further, KRS Chapter 45A.050 and 45A.230 authorizes the
Secretary of the Finance and Administration Cabinet to procure, manage and control
all supplies and services that are procured by the Commonwealth and to intervene in
controversies among vendors and state agencies; and

NOW, THEREFORE, pursuant to the authority vested in me by KRS 42.014, KRS
12.270, KRS 45A.050, and 45A.230, I, Lori H. Flanery, Secretary of the Finance and
Administration Cabinet, do hereby order and direct the following:

|l. Upon the request of an Executive Branch agency, the Finance and
Administration Cabinet (“"FAC”) shall formally review any dispute
arising where the agency has requested documents from a private vendor
that holds a state contract and the vendor has refused access to said
documents under a claim that said documents are not directly pertinent
or relevant to the agency’s inquiry upon which the document request was
predicated.

.Upon the request of an Executive Branch agency, the FAC shall formally
review any situation where the agency has requested documents that the
agency deems necessary to conduct audits, investigations or any other
formal inquiry where a dispute has arisen as to what documents are
necessary to conclude the inquiry.
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Upon receipt of a request by a state agency pursuant to Sections
I & II, the FAC shall consider the request from the Executive Branch
agency and the position of the vendor or party opposing the disclosure
of the documents, applying any and all relevant law to the facts and
circumstances of the matter in controversy. After FAC’s review 1is
complete, FAC shall issue a Determination which sets out FAC’s position
as to what documents and/or records, if any, should be disclosed to the
requesting agency. The Determination shall be issued within 30 days of
receipt of the request from the agency. This time period may be
extended for good cause.

V. If the Determination concludes that documents are being

wrongfully withheld by the private vendor or other party opposing the
disclosure from the state agency, the private vendor shall immediately
comply with the FAC’s Determination. Should the private vendor or other
party refuse to comply with FAC’s Determination, then the FAC, in
concert with the requesting agency, shall effectuate any and all
options that it ©possesses to obtain the documents in question,
including, but not limited to, Jjointly initiating an action in the
appropriate court for relief.

Any provisions of any prior Order that conflicts with the
provisions of this Order shall be deemed null and void.

The undersigned hereby swears and affirms that he/she has the authority to contract on behalf of the Vendor/Contractor/Proprietor, and
agrees to the terms and conditions contained herein or incorporated by reference herein.

X

X

Signature (Must be completed by Vendor/Proprietor’s Company Name/Complete Address/Phone Number/Date
authorized agent to be considered)

Best Value - Ranking Approach

The Commonwealth intends to award a contract to the vendor, whose offer, conforming to the solicitation, is the
most advantageous on the basis of "best value” for all products, services and requirements contained herein. An
agency evaluation committee, or a designated individual, will evaluate the information provided by the vendor(s)
in response to the established measurable criteria contained in the solicitation. With the ranking approach price
is one of the measurable criteria components of the solicitation. The measurable criteria are added together
to determine the vendor’s total score. The vendor with the highest score has the highest ranking. Award is made
to the vendor with the highest ranking. If there is only one best value response to the solicitation, the evaluation
process may be waived and award may be made to the only responsive, responsible vendor.

For example, if vendor “A” is evaluated by only one evaluator and received a total score of 95 points then that
vendor would have a 95 ranking. And if vendor “B” (responding to the same solicitation) received a total score of
90 points then he would have a 90 ranking. If more than one evaluator is used, then the combined score of all
evaluators for each vendor is the score to be used to determine the ranking for the vendor. Again, award will be
made to the vendor with the highest ranking. If award is by line item(s) or subtotal(s), the line item(s) or
subtotal(s) will be ranked instead of the total bid amount.

Measurable Criteria:
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Price 90 points
Experience 10 points

Each vendor is responsible for submitting all relevant, factual and correct information with their offer to enable the
evaluator(s) to afford each vendor the maximum score based on the available data submitted by the vendor. The
information will be furnished in the spaces provided below. If adequate space is not available, the vendor must
attach additional information that clearly cross-references the appropriate location in the solicitation (i.e. page
number, paragraph, subject, etc.).

Price (90 points) - The vendor with the lowest price receives the maximum score. The vendor with the next
lowest price receives points by dividing the lowest price by the next lowest price and multiplying that percentage
by the available points. For example, assume vendor A has the low offer at $13,000 then he would receive 90
points ($13,000/$13,000 = 1.00 x 90 = 90). Assume $15,000 is the next low offer by bidder B, then he receives
78 points ($13,000/$15,000 = 0.87 x 90 = 78), etc.

Vendor’s Bid Price:

Number of years of experience (10 points) - The vendor with the greatest number of years experience (not to

exceed 10 years for evaluation purposes and this is determined by agency) receives the maximum points. This
category is worth 10 points and assume vendor “A” has 10 years experience in this field, then (10/10 = 1.00 x 10
=10 points). Assume vendor “B” has 5 years experience in this field, then (5/10 = .50 x 10 = 5 points, etc.)

Years Experience:

Vendor shall state correct number of years experience. If the vendor has more than ten (10) years experience,
the vendor shall state that number.

The vendor agrees that when delivery/service is not made within the contracted due date, one percent (1%) per
day will be deducted from the vendor’s invoice for each day the vendor fails to meet the contracted
delivery/service date.

The Commonwealth reserves the right to negotiate all aspects of the solicitation with the evaluated best value
vendor.

(Note to agency — make the appropriate changes to the above draft to suit or meet your requirements — remember
best value criteria has to be objective and you must inform the prospective vendors how it will be evaluated —
please refer to the above examples)

Reciprocal preference for Kentucky resident bidders

KRS 45A.490 Definitions for KRS 45A.490 to 45A.494.

As used in KRS 45A.490 to 45A.494:

(1) "Contract" means any agreement of a public agency, including grants and orders, for the purchase or disposal
of supplies, services, construction, or any other item; and

(2) "Public agency" has the same meaning as in KRS 61.805.

KRS 45A.492 Legislative declarations.

The General Assembly declares:

(1) A public purpose of the Commonwealth is served by providing preference to Kentucky residents in contracts
by public agencies; and

(2) Providing preference to Kentucky residents equalizes the competition with other states that provide preference
to their residents.
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KRS 45A.494 Reciprocal preference to be given by public agencies to resident bidders -- List of states --
Administrative regulations.

() Prior to a contract being awarded to the lowest responsible and responsive bidder on a contract by a public
agency, a resident bidder of the Commonwealth shall be given a preference against a nonresident bidder
registered in any state that gives or requires a preference to bidders from that state. The preference shall be
equal to the preference given or required by the state of the nonresident bidder.

(2) A resident bidder is an individual, partnership, association, corporation, or other business entity that, on the
date the contract is first advertised or announced as available for bidding:

(a) Is authorized to transact business in the Commonwealth; and

(b) Has for one (1) year prior to and through the date of the advertisement, filed Kentucky corporate income taxes,
made payments to the Kentucky unemployment insurance fund established in KRS 341.490, and maintained a
Kentucky workers' compensation policy in effect.

(3) A nonresident bidder is an individual, partnership, association, corporation, or other business entity that does
not meet the requirements of subsection (2) of this section.

(4) If a procurement determination results in a tie between a resident bidder and a nonresident bidder, preference
shall be given to the resident bidder.

(5) This section shall apply to all contracts funded or controlled in whole or in part by a public agency.

(6) The Finance and Administration Cabinet shall maintain a list of states that give to or require a preference for
their own resident bidders, including details of the preference given to such bidders, to be used by public
agencies in determining resident bidder preferences. The cabinet shall also promulgate administrative regulations
in accordance with KRS Chapter 13A establishing the procedure by which the preferences required by this
section shall be given.

(7) The preference for resident bidders shall not be given if the preference conflicts with federal law.

(8) Any public agency soliciting or advertising for bids for contracts shall make KRS 45A.490 to 45A.494 part of
the solicitation or advertisement for bids.

The reciprocal preference as described in KRS 45A.490-494 above shall be applied in accordance with 200 KAR
5:400.

Determining the residency of a bidder for purposes of applying a reciprocal preference

Any individual, partnership, association, corporation, or other business entity claiming resident bidder status shall
submit along with its response the attached Required Affidavit for Bidders, Offerors, and Contractors Claiming
Resident Bidder Status. The BIDDING AGENCY reserves the right to request documentation supporting a
bidder's claim of resident bidder status. Failure to provide such documentation upon request shall result in
disqualification of the bidder or contract termination.

A nonresident bidder shall submit, along with its response, its certificate of authority to transact business in the
Commonwealth as filed with the Commonwealth of Kentucky, Secretary of State. The location of the principal
office indentified therein shall be deemed the state of residency for that bidder. If the bidder is not required by law
to obtain said certificate, the state of residency for that bidder shall be deemed to be that which is identified in its
mailing address as provided in its bid.

Preferences for a Qualified Bidder or the Department of Corrections, Division of Prison Industries.

Pursuant to 200 KAR 5:410, and KRS 45A.470, Kentucky Correctional Industries will receive a preference equal
to twenty (20) percent of the maximum points awarded to a bidder in a solicitation. In addition, the following
“qualified bidders” will receive a preference equal to fifteen (15) percent of the maximum points awarded to a
bidder in a solicitation: Kentucky Industries for the Blind, any nonprofit corporation that furthers the purposes of
KRS Chapter 163 and any qualified nonprofit agencies for individuals with severe disabilities as defined in KRS
45A.465(3). Other than Kentucky Industries for the Blind, a bidder claiming “qualified bidder” status shall submit
along with its response to the solicitation a notarized affidavit which affirms that it meets the requirements to be
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considered a qualified bidder- affidavit form included. If requested, failure to provide documentation to a public
agency proving qualified bidder status may result in disqualification of the bidder or contract termination.
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Purchase Order Terms & Conditions for Non-Professional Services

NON-PROFESSIONAL SERVICES CONTRACT TERMS

I. AWARD OF CONTRACT:

This written notice of award (or acceptance of offer) mailed or otherwise furnished to the successful
offeror within the time for acceptance specified in the offer shall be deemed to result in a binding
contract without further action by either party.

[I. KENTUCKY SALES AND USE TAXES:

Sales of tangible personal property or services to the State of Kentucky and its agencies are not subject
to state sales or use taxes. The agency shall furnish the tax exemption number for applicable tax
exempt purchases.

[Il. COMPLIANCE WITH STATE LAWS:
Contracts and orders shall be governed by the laws of the Commonwealth of Kentucky. The rights and
obligations of the parties thereto shall be determined in accordance with these laws.

IV. CONTRACT MODIFICATIONS:
No modification to this contract shall be permitted unless the contractor receives written approval from
the Commonwealth of Kentucky.

If the contractor believes modifications are necessary, he/she may request approval of the
Commonwealth of Kentucky. All contract modifications shall be subject to the provisions of 200 KAR
5:311.

The agency reserves the right to modify this agreement for the addition or deletion of requirements
deemed necessary by the agency with the mutual agreement of both parties; however modifications
will not result in the expenditures against this contract exceeding $20,000 per fiscal year.

V. SELLER'S INVOICES:

Invoices shall be prepared and transmitted to the agency receiving the goods or services on or before
the 10" of the month following the month in which the service(s) were rendered. One copy shall be
marked "original" unless otherwise specified. Invoices shall contain, at a minimum, the following
information: Contract and order number (if any), item numbers, description of supplies or services,
sizes, quantities, unit prices, and extended totals.

VI. LOCATION OF SERVICE: AgencyName, Street Address (Include # of floors), City, KY zip code

VIl. PERIOD OF SERVICE: from Day, Month, Year to Day, Month, Year (12 months later). This contract may
be extended at the completion of the initial contract period for 1 additional one-year period. (If this is a one time
service substitute this: One time service. Required/ requested service date: Day, Month, Year)

VIIl. SERVICES PROVIDED BY VENDOR: The service provider will clean and maintain in a clean and
presentable manner all floors, offices and restroom facilities. The services will be performed after normal working
hours for the agency. The facilities will be clean and ready for use at the beginning of each workday, which
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normally is Monday through Friday(stipulate required days if not every day). This includes, but is not limited to,
emptying all trashcans, sweeping floors, washing and waxing floors when necessary, and cleaning and stocking
all restroom facilities. (The agency may elect to develop and attach the scope of work hereto).

IX. SUPPLIES/EQUIPMENT: The agency will provide all consumable supplies, i.e. toilet paper, paper towels,
hand soap, etc. The service provider will provide all cleaning supplies and equipment, i.e. floor and fixture
cleaning detergents, floor waxes, brooms, brushes, mops, and floor care equipment. (or include in the
attachment)

X. INSPECTION AND ACCEPTANCE OF SERVICES: The provider will have weekly or semiweekly
inspections with the agency representative. During this inspection the provider and agency will review the
facilities and discuss any improvements or changes, if needed. The agency representative will approve the
provider’s invoice before payment is authorized.

XI. PAYMENT TERMS: The Commonwealth shall pay all invoices in accordance with KRS 44.010, KRS 45.453
and KRS 45.454, which basically is “when due, and within 30 working days after receipt of approved invoice.”
Vendor/Contractor/Proprietor with the ability to accept credit card transactions must accept the Commonwealth
Procurement Card (MasterCard) for payment of services

XIl. TOTAL COST RESTRICTION: Cost of services shall not exceed $20,000 per fiscal year.

Xlll. GOVERNMENTAL MANDATES (WORKMAN’S COMPENSATION, UNEMPLOYMENT
INSURANCE, ETC): The Vendor/Contractor/Proprietor is responsible for compliance with all applicable
mandates concerning this agreement. For the purposes of this contract the Vendor/Contractor/Proprietor is
deemed to be an independent agent and is not considered to be an employee of the Commonwealth.

XIV. TERMINATION OF CONTRACT: Either party may terminate this agreement at any time for just cause, or
either party may cancel this agreement with thirty (30) days written notice.

XV. ACCESS TO RECORDS: The contractor, as defined in KRS 45A.030 (9) agrees that the contracting
agency, the Finance and Administration Cabinet, the Auditor of Public Accounts, and the Legislative Research
Commission, or their duly authorized representatives, shall have access to any books, documents, papers,
records, or other evidence, which are directly pertinent to this contract for the purpose of financial audit or
program review. Records and other prequalification information confidentially disclosed as part of the bid process
shall not be deemed as directly pertinent to the contract and shall be exempt from disclosure as provided in KRS
61.878(1)(c). The contractor also recognizes that any books, documents, papers, records, or other evidence,
received during a financial audit or program review shall be subject to the Kentucky Open Records Act, KRS
61.870 to 61.884.

In the event of a dispute between the contractor and the contracting agency, Attorney General, or the Auditor of
Public Accounts over documents that are eligible for production and review, the Finance and Administration
Cabinet shall review the dispute and issue a determination, in accordance with Secretary's Order 11-004.
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SECRETARY’S ORDER 11-004

FINANCE AND ADMINISTRATION CABINET
Vendor Document Disclosure

WHEREAS, in order to promote accountability and transparency in governmental operations, the Finance
and Administration Cabinet believes that a mechanism should be created which would provide for review and
assistance to an Executive Branch agency if said agency cannot obtain access to documents that it deems
necessary to conduct a review of the records of a private vendor that holds a contract to provide goods and/or
services to the Commonwealth; and

WHEREAS, in order to promote accountability and transparency in governmental operations, the Finance
and Administration Cabinet believes that a mechanism should be created which would provide for review and
assistance to an Executive Branch agency if said agency cannot obtain access to documents that it deems
necessary during the course of an audit, investigation or any other inquiry by an Executive Branch agency that
involves the review of documents; and

WHEREAS, KRS 42.014 and KRS 12.270 authorizes the Secretary of the Finance and Administration
Cabinet to establish the internal organization and assignment of functions which are not established by statute
relating to the Finance and Administration Cabinet; further, KRS Chapter 45A.050 and 45A.230 authorizes the
Secretary of the Finance and Administration Cabinet to procure, manage and control all supplies and services
that are procured by the Commonwealth and to intervene in controversies among vendors and state agencies;
and

NOW, THEREFORE, pursuant to the authority vested in me by KRS 42.014, KRS 12.270, KRS 45A.050,
and 45A.230, |, Lori H. Flanery, Secretary of the Finance and Administration Cabinet, do hereby order and direct
the following:

I. Upon the request of an Executive Branch agency, the Finance and Administration Cabinet
(“FAC”) shall formally review any dispute arising where the agency has requested documents
from a private vendor that holds a state contract and the vendor has refused access to said
documents under a claim that said documents are not directly pertinent or relevant to the
agency’s inquiry upon which the document request was predicated.

Il. Upon the request of an Executive Branch agency, the FAC shall formally review any
situation where the agency has requested documents that the agency deems necessary to
conduct audits, investigations or any other formal inquiry where a dispute has arisen as to what
documents are necessary to conclude the inquiry.

Il. Upon receipt of a request by a state agency pursuant to Sections | & II, the FAC shall
consider the request from the Executive Branch agency and the position of the vendor or party
opposing the disclosure of the documents, applying any and all relevant law to the facts and
circumstances of the matter in controversy. After FAC’s review is complete, FAC shall issue a
Determination which sets out FAC’s position as to what documents and/or records, if any, should
be disclosed to the requesting agency. The Determination shall be issued within 30 days of
receipt of the request from the agency. This time period may be extended for good cause.

V. If the Determination concludes that documents are being wrongfully withheld by the
private vendor or other party opposing the disclosure from the state agency, the private vendor
shall immediately comply with the FAC’s Determination. Should the private vendor or other party
refuse to comply with FAC’s Determination, then the FAC, in concert with the requesting agency,
shall effectuate any and all options that it possesses to obtain the documents in question,
including, but not limited to, jointly initiating an action in the appropriate court for relief.
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V. Any provisions of any prior Order that conflicts with the provisions of this Order shall be
deemed null and void.
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